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Gives you Miss Secretary’s favorite chair 


A smart ebony-anodized aluminum chair with five adjustments to assure comfort to any individual 


This Goodform chair has everything it 
takes to make a working girl happy 
at her job. 


Comfort? It has her sitting pretty and 
comfortable all day long thanks to 
scientific design and restful foam rub- 
ber seat. Good-looking? There's a lot 
of secretarial morale built into the 
graceful lines, black anodized alumi- 
num frame and rich red upholstery 
you see above. Safety? The solidly- 


welded and satin-smooth frame can 


© GF Co. 1955 


metal business furniture is a 


never splinter and snag nylons or 
scratch delicate skin. Popular? It’s the 
most widely used stenographic and 
clerical chair in the world. 
Economical? Now that’s a sensible 
question. This Goodform secretarial 
chair will outlast a string of secretaries 
and, years from now, it will have lost 
none of its strength, efficiency, comfort 
or beauty! 

Consult your classified phone book for 


the location of your nearest GF Dealer 


J investment 


(Circle 576 for more information) 


. or write The General Fireproofing 
Company, Dept. M-54. Youngstown 1, 
Ohio, for his name and an interesting 
booklet on Goodform office seating 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 
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Is the finish on your product 
as durable and attractive 





Metallic baked enamel finishes in jewel- 
tone decorator colors for Swingline Sta- 
plers are manufactured by United Lacquer 
Manufacturing Corp., Linden, N. J. 


After evaluating many types of finishes for its 
famous line of staplers, Swingline, Inc., of Long 
Island City, New York, chose United’s metallic 
finishes pigmented with ALCOA® Aluminum. Ex- 
tensive development work on the part of United 
Lacquer Manufacturing Corporation technicians 
indicated that ALCOA Aluminum added unsur- 
passed durability and beauty to the finish. 
Swingline has found that this metallic type 
finish offers extraordinary resistance to the daily 
wear and tear expected of this equipment. The 


(Circle 640 for more 


as the one on a 
Swingline Stapler? 


metallic finish is also in keeping with the modern, 
functional beauty of this precision machined 
product. 

Paint manufacturers, working with ALCOA 
Pigments, have developed a rainbow of dazzling 
hues that are building big sales—by adding 
extra durability and beauty to a wide variety of 
products. This is another example of outstanding 
performance of a good quality Polychrome 
Metallic Finish. 

Get the facts from your paint manufacturer, 
or write ALUMINUM COMPANY OF AMERICA, 
1717-E Alcoa 
Building, Pitts- eile il 
burgh 19, Pa. aoe 

ALCOA ¥&. 

» ALUAINUAA 


<a ALUMINUM COMPANY OF AMERICA 
Cl SE, ated 7 


THE ALCOA HOUR 
TELEVISION'S FINEST LIVE DRAMA 
ALTERNATE SUNDAY EVENINGS 
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Padded Cells for Household Goods 


WHEN YOU MOVE LONG-DISTANCE THE MAYFLOWER WAY 


> Every piece of household goods is padded so thoroughly and 
loaded so carefully that it actually does have a “padded cell” 
of its own on a Mayflower move. Not only that, each piece of 
furniture is placed in the load where it will ride most securely. 
Plenty of clean, soft furniture pads are available, with expe- 
rienced and fully trained operators to apply them... just another 
reason why it will pay you to standardize on Mayflower Service 


for your personnel transfers. 


AERO MAYFLOWER TRANSIT COMPANY, INC. + INDIANAPOLIS 


Mayflower Service is available through selected warehouse agents through- 
out the United States and Canada. Your local Mayflower agent is listed under 
Moving in the classified section of your telephone directory. 










r — ba ee 
: 

i { 8 i 0 LL ed | 
NATION-WIDE 
FURNITURE MOVERS | 


America’s Finest Long-Distance Moving Service 


(Circle 554 for more information) 
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A small company using an elec- 


tronic brain on day-to-day 
lems reports that they “hit the 
jackpot” with the very first prob- 


prob- 


lem they ran on the computer. The 
All American Engineering Com- 
Delaware 


pany of Wilmington, 


recently installed a Burroughs 
E-101. Prior to production of a 
test model of a new kind of ar- 
resting gear for jet planes, the 
computer showed that instead of 
bringing the plane to a full stop, 
the gear’s stopping power would 
have been exhausted while the jet 
was still doing 30 miles an hour. 
Although the discrepancy would 
have been caught on the proving 
grounds, the computer is credited 
with saving the company a con- 
siderable loss in manufacturing 
and testing time and costs. The 
problem was solved by Burroughs’ 
K-10] 


Using manual methods, an engi- 


computer in 65 minutes. 
neer would have consumed more 
than 96 hours, but his calculations 
been so. finely 


would have not 


drawn or as accurate. 


Serious labor shortage foreseen 


“There is only one way we can 
possibly free the men and women 
we will need over the next 10 and 


WORTH 


work. 
Chat way is by making the fullest 


20 years for productive 
possible use of the machines and 
techniques of automation. We have 
no choice in this matter. If we are 
going to survive and prosper in this 
second half of the twentieth cen- 
tury, we will have to progress 
further into automation. We are 
not the only great national powe1 
in the world, and we have no per- 
manent franchise on the Numbe 
One industrial position.” 

Gwilym A. Price, Chairman and 
President of Westinghouse Electric 
Corporation. 


New duplex automatic 
writing machine 


Its newest development, the Flexo- 
writer Duplex automatic writing 
machine, cable-comnected to a 
Motorized Tape Reader—the ulti- 
mate in complete automatic typing 
— was announced by Commercial 
Controls Corporation, Rochester, 
N. Y. 


entirely by punched paper tape, 


The operation, controlled 


types personalized letters, invoices, 
orders, and other documents auto- 
matically at the rate of 100 words 
per minute. 

Two punched paper tapes are 
required in this operation: one 
tape contains the date and body of 
the document, the other tape, the 
name and address of the person to 
whom the document is addressed 


(also, the salutation, if the docu- 
ment is a letter). The complete 
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i 


automatic operation from tape 
eliminates errors, speeds up the 
preparation of documents, and 
cuts costs in the office. 

Typing of personalized letters 
from punched paper tape is an 
example of one application. The 
tape in the reader of the Flexo- 
writer causes the machine to type 
the date, and line space down to 
the position for the inside address. 
At this point, a code in the tape 
switches the operation automatic- 
ally to the Motorized Tape Reader 
which actuates the Flexowriter 
causing it to type the name, address 
and salutation automatically. When 
this information has been typed, 
a code switches back to the Flexo- 
writer tape which then types the 
remainder of the letter. The opera- 
tion is completely automatic using 
continuous plain or marginally 
punched form. 

For more details, circle number 
690 on the Reader Service Card. 


Branch office electronic linking 


A new, specially designed Teletype 
set-up for office automation is now 
in successful operation on a pilot 
basis at the national headquarters 
offices of Diamond Alkali Com- 
pany, Cleveland, Ohio. Incorporat- 
ing the latest wire “sending- 
receiving” equipment, the elec- 
tronic data processing system 
mechanizes repetitive office paper 
work, and cuts in half the time 
necessary to process an _ order 
through its complete cycle. 

Jointly developed by Diamond 
Alkali Company, American ‘Tele- 
phone and Telegraph Company, 
and the Ohio Bell Telephone Com- 
pany, the order-shipping-invoicing 
system will erase distances by link- 
ing Diamond’s headquarters in 
Cleveland with nine branch sales 
offices and 13 plants from Texas 
to New York. Nearly 80% of the 
office paper work involved in han- 
dling customer orders will be auto- 
matically transmitted and __ self- 
perpetuated from their points of 
origination, through — scheduling 
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P-A-X “‘inside’’ communication cuts this loss 








P-A-X provides instant, person-to-person 
communication, anywhere within your or- 
ganization, 


When your people are walking about to exchange information, they’re 
wasting time. What you need is a P-A-X Business Telephone System, 
to provide communication—in seconds— between all parts of your plant. 
The P-A-X system makes it easier to supervise and cocrdinate all 
operations, and maintain top efficiency. 


Rent-free P-A-X systems are privately owned and controlled—your 
own maintenance men install and move P-A-X telephones as you wish. 
Entirely separate from the public telephone system, P-A-X gives you 
lightning-fast service, always—no matter how busy the city switch- 
board may be. 


Discover how other companies similar to yours are saving time and 
increasing efficiency, with a P-A-X Business Telephone System. For 
an actual ‘‘on-the-job” case study, write: Automatic Electric Sales 
Corporation (HAymarket 1-4300), 1033 West Van Buren Street, Chicago 
7, Illinois. In Canada: Automatic Electric Sales (Canada) Ltd., Toronto. 
Offices in principal cities. 


AUTOMATIC > ELECTRIC 
® 
Originators of the dial telephone + Pioneers in automatic control (Sa) 


(Circle 634 for more information) 











ol 


shipping papers and invoices. Pos- 


and ultimate teletypewriting 
sibility of human error is reduced. 

The company estimates that the 

| system will result in an annual 
| saving of $30,000 as well as a more 
accurate means of inventory con- 
trol, improved production — plan- 
ning, and more efficient scheduling 
| of shipments. 

Where it once took days to move 
an average order by mail, it now 
will take only a few minutes with 
the tape-actuated machine that 
transcribes 75 words per minute on 
specially prepared forms. Normal 
routings of customer orders, which 
heretofore required 60 hours, are 
now estimated to take a minimum 
of 18, saving 42 hours in this work. 

Representing a “first” in ‘Tele- 
type operations is the simultaneous 
production of symbol-coded bill of 
lading and shipping forms. This 
simplification replaces dual prod- 
uct listings on the forms, making 
possible still further time savings. 
The  specially-engineered — system 
accomplishes a host of automatic 
operations using a maximum of 
42 functional codes and controls in 
contrast to the five previously avail- 
able in such equipment. At the 
outset, however, Diamond plans to 
use only 21 for programming. 


Push-button remote control 











A new series of 21. standard 
“building block” components are 











available for any electronic control 
system to regulate push-button 
manufacturing operations from re- 
; genuine ‘ mote points. The modular units by 
= eS ; 0 er | ‘ > e The Sparks-Withington Company 
Ca pr “#6 a Z 7 } G ‘ i of Jackson, Mich., are hooked up 

¢ 


merely by plug-in units which can 





be expanded or regrouped by semi- 
; ; specialist personnel. 
Genuine leather upholstery is a proud banner for many of your customers. pent I 
Five standard control systems 
It gives them a feeling of success. Its atmosphere of quality adds to the appeal utilize the modular units: (1) auto- 
of the office furniture you sell. And it gives you a means of trading-up. You can say, matic alarms; (2) remote metering; 


\" (3) discreet control; (4) propor- 
tional control; and (5) transmis- 


“That's a fine model . . . but this one is upholstered in genuine leather 


sion systems. They are all com- 
Only genuine leather wears as well as it looks plete, integrated systems. 
For more details, circle 683 on 


THE UPHOLSTERY LEATHER GROUP, INC. + 141 East 44th Street, New York 17, N. Y. | Reader Service Card. 


(Circle 614 for more information) 
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Recent tax 


court cases 


by Benjamin Newman, Tax Attorney, Koenig and Bachner, New York 


THE QUESTION 


Is the profit on the sale of lots, acquired by taxpayer with the 
intention of improving and retaining those lots, taxable as ordi- 


nary income? 


THE FACTS 


Taxpayers had purchased a number 
1945, 1946 and 
1947. Upon the sale of the lots in 
1948, the Commissioner contended that 
the gain realized on such sales repre- 


of lots in the years 


sented ordinary income, and therefore 
taxable at ordinary income tax rates. 
Taxpayers argued that they were not 


engaged in the real estate business; 
that each had his own business to which 
he devoted his time; that they acquired 
the property as long term investments; 
that they solicited no buyers, and that 
buyers came to them; and finally, that 
they 
property and retain it. 


had intended to improve the 


THE RULING 


Evidence other than the statements 
of the taxpayers’ contentions must be 
considered. The court’s attention was 
called to the fact that “for sale” signs 
had 
mental in the 


been ordered, and were instru- 


property. 
While the taxpayers may have intended 


sale of the 


to make improvements, no improve- 


ments were made to any of their prop- 
erties. Based on this evidence, the ‘Tax 
Court concluded that the sale of the 
lots constituted a sale of property in 
the ordinary course of business, and 
that the gain realized was taxable as 
ordinary income. (Johnson v. Comm. 
U.S. Tax Court decided Aug. 31, 1955.) 





THE QUESTION 
May the Commissioner examine books for the years barred by 
the Statute of Limitations to determine the legitimacy of a cor- 
porate loan repayment to a controlling stockholder? 


THE FACTS 


Taxpayer was the controlling stock- 
holder of a tightly held corporation. 
In 1943 he had loaned the corporation 
$200,000 $100,000 
promissory notes In return. The corpo- 
did not 
show any repayment on account of the 
1947, 
$200,000 cash payment. The Commis- 
that 


and received two 


ration’s accounting records 


loan. In taxpayer received a 


sioner contended such payment 


was a dividend to the extent of the 
Corporation’s earned surplus, which 
amounted to $82,522.06. In order to so 
hold, it was necessary for the Commis- 
sioner to determine whether the notes 
of any part thereof had been previously 
paid. ‘Taxpayer objected to Commis- 
sioner’s examination of prior year and 
contended that examination was barred 


by the statute of limitations. 


THE RULING 


An examination of prior years for 
such purposes does not amount to an 
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opening of years barred by the statute 


cf limitations, the court declared. 











How SUPER VALU STORES, INC. 
Cut Paperwork Time in Half... 


Super Valu Stores, Inc. is one of the largest 
regional food distributors in the United States, 
serving 725 franchised stores in Minnesota, 
North and South Dakota, Iowa, Montana, 
Nebraska, Wisconsin and Upper Michigan. 
Previous to installing Flexowriters, buyers at 
Super Valu wrote requisitions by hand after 
interviewing salesmen. Purchase orders were 
then typed from these requisitions. Backiogs 
of orders would frequently pile up for days at a 
time. 

Now, a typist writes the first purchase order 
for a new supplier ONCE on the Flexowriter 
which automatically punches a paper tape. This 
tape can be used indefinitely for exact reproduc- 
tions of the same typewritten material. A 
Flexowriter master tape is kept on file for each 
of more than 3000 items the firm purchases. 
Each buyer now has an automatically pre- 
pared-in-advance purchase order on his desk 
for each line he is discussing with a salesman 
at a particular time. He has only to fill in prices 
for the items he wishes to order. To type pur- 
chase orders for items that are reordered regu- 
larly, a clerk takes a punched tape from an 
inventory control tub file and inserts it in a 
Commercial Controls Motorized Tape Reader, 
which actuates a Flexowriter in the purchasing 
department to prepare virtually a finished order 
automatically. 

With these time savings in purchase order 
handling, plus the saving of buyers’ time, Super 
Valu officials believe that all equipment and 
supplies for the new system will have paid for 
themselves in less than a year. 

It will pay your company to find out what 
the Flexowriter and punched paper tape can do 
for your paperwork procedures. 





he COMMERCIAL 


Commercial Controls Motorized Tape Reader 
in tabulating department reads tape, activates 
FLEXOWRITER in Purchasing. 


WRITE Dept. MM-56 for complete information. 
Please indicate type of Flexowriter application. 






Perforated tape is 
pulled, with reorder 
card, from punched 
card perpetual inven- 
tory file. 





CONTROLS 





COMMERCIAL CONTROLS 
CORPORATION 
1 Leighton Ave., Rochester 2, N.Y. 





(Circle 565 for more information) 





Upon examination, it was revealed 


that Taxpayers owed the corporation 
$200,000 in 1944, on account of with 
drawals. In that year the corporation 
wrote off $180,000 of taxpayers’ debt to 
Surplus. Taxpayers did not report in 
come from this transaction. ‘That 
$180,000 must be applied to repayment 
of the loan, consequently ruled the 
court. The distribution of $200,000 in 
1947 to taxpayer resulted in a taxable 
dividend to him to the extent of the 
corporation’s earnings. ‘The Commis 
sioner was justified in examining prior 
years. (Wentworth v. Commissioner, 
U.S. Tax Court, decided Mar. 12, 1956.) 





THE QUESTION 


Are the travel expenses of 
civic government volunteers, 
incurred in the performance 
of their official duties, deduct- 
ible expenses for income tax 
purposes? 


THE FACTS 


Taxpayer incurred certain expenses 
in the performance of his duties as a 
Civil Defense volunteer. These ex- 
penses consisted of transportation to 
Nevada to watch atomic bomb tests, 
and fares incurred in traveling to at- 
tend State Civil Defense meetings. 


THE RULING 


The Internal Revenue Code permits 
deductions to an individual for con- 
tributions made to or for the use of 
any State, if that contribution is made 
for public purposes. It is the opinion 
of the Commissioner that expenses in- 
curred in the performance of duties for 
which volunteers are not reimbursed, 
do constitute contributions within the 
meaning of the Code, and are deducti- 
ble in the manner and to the extent 
provided therein. (Special Ruling, 
Commissioner of Internal Revenue, 
October 18, 1955.) 





THE QUESTION 


Are the profits realized 
from the liquidation of in- 
herited land, which has been 
subdivided for advantageous 








introduces the 


at 4 the 





THE NEW VERIFAX Signet: COPIER...only #148 
~ 


takes the work out of your paper work . . . 
quickly pays for itself. Why even if you elimi- 
nate only one page of typing per day in your 
office (and you'll do much more than this ) 
vou ll be dollars ahead the first year! 


Now ...no need for even the “one-man” 
office to waste hours on retyping, dictation, 
waiting for copies. 
Here —at less than the cost of your office 
typewriter—is a sensational copier 
... that lets you answer much of your mail 
without dictation and typing 


... that speeds your communications with 
customers, agents, vendors—lets you dis- 
patch 5 photo-exact copies of anything in 
1 minute for just 242¢ each. 
Your secretary, too, will enjoy the 101 ingen- 
ious short cuts Verifax copying has brought to 
thousands of offices—for example, she'll do an 
all-day retyping job in 20 minutes; bill custom- 
ers without retyping, and never have to retype 
when extra carbons are needed. 


Nothing short of amazing the way the Signet 


(Circle 571 for 


Large companies, too, will hail the new 
Signet. Imagine getting two copiers for less 
than the price of one. And Verifax Copiers . . . 
at that, which use the completely different 
Kodak method and do so many jobs beyond the 
scope of ordinary office-copy equipment. 

Putting a Signet in each department is now 

every bit as practical as having a typewriter at 

each secretary's desk, even if you already have 

a Verifax Copier elsewhere in your company. 
The extra uses you'll find for your own Verifax 
Copier—not to mention the savings in “travel” 
time —write off a Signet’s low cost in a matter 
of months. 


more information) 
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sale, considered as ordinary 
income or capital gains? 


worlds most versatile copier | 
price youd expect to pay 


THE FACTS 


Arthur W. Smith, a practicing archi- 
tect, and his brother, inherited 95 acres 
of land which had been in their family 
for more than 50 years. With the intent 
of liquidating the property by an 
economically advantageous sale, the 
brothers had the land subdivided into 
lots, and then contracted with a real 
estate broker to handle the sale of the 
lots. Uncontradicted evidence in the 
case showed that the land was turned 
over to the real estate broker in 1946, 
to sell according to his own plans. By 
1949 a total of 92 lots were sold. Smith 
treated the profits as capital gain. The 
collector challenged this action, con- 
tending that the taxpayer was actually 
engaged in the real estate business and 
that income from the sale of lots was 
ordinary income. 





Putting a Signet in each department of 
large companies ends costly travel to du- 
plicating room (usually floors away) and 
waiting in line for copies. 


See... feel the difference. Nothing is ever 
left out on Verifax copies, which have the 
“look” and “feel” of letterhead papers . . 
are easy to read, handle and file. 


Signet speeds up your communications — 
makes 5 copies in 1 minute for 2%2¢ each 
... lets you follow all the short cuts Verifax 
copying has brought to thousands of offices. 


THE RULING 


Signet gives you all the extras of Verifax copying at lowest cost 


1) Makes 5 copies in 1 minute for 2'2¢ each. 


Reproduces legal-size documents, letters, office 
records, news clippings, two-sided tax forms—what 
have you? 


O No omissions . . . your Verifax copies are photo- 
exact from letterhead to signature. Makes no differ- 
ence if you use pencil or ink. Even spirit duplicator 
copies can be reproduced. 


O Photo-lasting in files. Verifax copies keep their 
legibility through the years . . . are not affected by 
summer heat or atmospheric changes. 

[1] Makes 2-sided copies. Verifax copies can be 
made on both sides of standard copy paper —no 
“show-through,” either. Copies can also be made 
on pre-printed office forms .. . on film base, too. 






Get all the facts 
on the Signet 


Free folder describes this remark- 
able $148 copier in detail; gives 


[1] Makes translucent “white print masters” (for 
use in direct-process and blueprint machines) in 
one minute for just 10¢ each. 


CO Makes an offset plate, too, in one minute for 
less than 20¢, when low-cost adapter unit is used. 


C) Easier to read, handle and file. Verifax copies 
have the “look” and “feel” of durable letterhead 
papers. Pure-white, nonglossy paper doesn’t glare, 
makes reading of contrasty images easy. Notations 
can be made readily in pencil or ink. 

1) Makes copies on card stock . . . big help in pre- 
paring customer and prospect lists, ledgers, adver- 
tising displays. 

(1) No experience required. Anyone in your office 
can make Verifax copies under present room light. 


Prices quoted are subject to change without notice 


EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 
Gentlemen: Please send free Signet folder, “Short Cuts” booklet, 
and names of near-by dealers. No obligation. 


Company 











facts, too, on complete line of Veri- Name ______ 
fax Copiers. Ms, 
Also sent free—while supply lasts Position ________ — 
valuable booklet revealing all the _ 
ingenious short cuts Verifax Copiers Street 
have brought to thousands of offices. 
Just mail coupon. No obligation. City 
(Circle 571 for 
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more information) 
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In reversing the District Court which 
1ad sustained the collector’s contention, 
the U. S. Court of Appeals found that 
the taxpayer held the land by inheri- 
tance and had not acquired it primarily 
for sale to customers. In examining the 
vocation of the Court 
noted that Mr. Smith had been practic- 
ing as an architect for 50 years; had 
never engaged in the real estate busi- 
ness, and had no other office except that 


the taxpayer, 


in which he practiced his profession. 
He apparently devoted full time to his 
profession. Taxpayer Smith did not 
actively engage in, supervise, or direct 
the sales of the property, but left it to 
a real estate broker. The efforts of the 
broker were carried out independently 
of the taxpayer’s business and were 
conducted as a part of the broker’s own 
business and at his own expense. 

It was held that the Court below 
should have instructed a verdict in 
favor of Taxpayer on the ground that 
the sale of the lots was pursuant to the 
liquidation of an investment and did 
not constitute the carrying on of a busi- 
ness. (A. W. Smith et al v. Dunn, U. S. 
Circuit Court of Appeals, decided 
June 30, 1955.) 
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™ How to increase sales volume through 





ne) ° ‘ 
.. A dealer incentive plan 


New five-point program aimed at continuing previous gains 


eum \V hat does a company 
do to increase sales the year alter its 
business goes up 75°,? According to 
Facit, Inc., the next step is bigger in- 
centives and promotional aids to its 400 
national distributors. 

Just last month Facit began a dealer 
incentive promotion plan which will tie 
five types of promotion aids and rewards 


to dealer sales. The basis of the pro- 


gram is a point system, calculated on 
unit sales. For accumulated points, the 
dealer will be able to secure financial 
help for the purchase of newspaper and 
classified advertising, illuminated win- 
dow signs, direct mail pieces, and _per- 
sonal household prizes. 


Program construction 


Fight months of research was devoted 





nothing” catalog, the Acme Sash 
& Door Co., progressive Cincin- 
nati distributor, switched to 
Heinn loose-leaf. Results were 
almost instantaneous—sales up 
20% in 90 days! And the extra 
sales volume offset Acme’s entire 
costs of new catalogs in six 
months. 


When you have loose-leaf cata- 
logs in Heinn binders equipped 
with easy-to-use indexing, all 
selling facts stay up to date and 
in sequence. Buyers quickly 
learn your line and follow your 
sales arguments — and respond 
with orders. Quotas that once 
seemed impossible become 
realities. 


A 5-POINT SALES INCENTIVE PROGRAM 


i 
The company will pay up Q 
=A to 50% of local news- \ 
faa \\ paper advertising costs 
¥ ci ; : 2 
RAL using accumulated points neti 
WEWISPAPE \ as credits.  <y 
ADVERTISING ° sr pe % 


Thousands of manu- 
facturers, wholesalers 
and service firms 

now depend on Heinn 
Loose-Leaf Binders for 
catalogs, price lists 

and manuals. A coupon 
like this started many 
of them toward 
improving their 








competitive 
positions. It can -o* 
start you, too. os 
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“Tribute to a Salesman” -* by 9 
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The company will place 
either trade mark or bold | 
type listings for the dealer | \3 
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Electrical illuminated signs 
featuring the name of the 
company plus the dealer's 
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An attractive brochure outlines in detail 
the five new dealer incentives offered by 
Facit, Inc., including gift items. 


to the design of the program. It was 
begun with a survey of dealer needs, 
and results were later analyzed to ex- 
tract the most requested features. 

The program was given a careful 
public relations treatment. The January 
issue of Facit’s dealer newsletter hinted 
about a possible big program “‘in the 
works.” Then in mid-April, each of the 
dealers received a jumbo “telegram” as 
a teaser. Toward the end of the month, 
a few days ago, they received complete 
details in the form of a five-section bro- 
chure, each containing pictures and 
samples of one phase of the promotion. 


How it operates 


For each machine sold, the dealer re- 
ceives a premium “check” representing 
a percentage (5%) of the list price. 
These checks are worth a certain num- 
ber of points applicable to any section 
of the five phases of the plan. Each 
point is equivalent to one cent. 

Accumulated points can be used: 


1. To pay up to 50% of newspaper ad- 
vertising costs. 

2. To pay up to 50% of telephone 
classified advertising costs. 

3. To pay for large illuminated window 
signs with the dealer's name printed on 
the sign. 

4.To buy direct mail advertising 
pieces. 

5. To earn personal gift items. 


The kit sent to each dealer contains 
lists of point requirements for tele- 
phone directory advertising costs, a bro- 
chure of the prizes available under the 
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@ Makes a high-quality impression, 
with accurate register, in an area as 
large as 4 by 18 inches. 


@ Handles coated and uncoated paper 
and board, cellophane, plastics, foils 
...in sizes up to 18 by 18 inches, from 
.010 to 3/16 inches thick. 

@ Uses instant-drying, flexographic 
ink which does not have to be mixed. 
Printing drum uses rubber mats or 
metal type from 6 pt. up. 

@ PB Power Stacker shown with 
Imprinter, has large capacity, keeps 
imprinted material in order and easy 
to handle and remove. 





=< | 
Automatically imprints at speeds 
up to 7,500 items an hour! 


Seen this amazing new PB 
Package Imprinter? 


It imprints, marks or codes... folding cartons, bags, envelopes 


and other containers up to 7,500 per hour. Permits packages to be 
printed only as needed to meet current production...cuts container as 
well as printing costs, prevents waste of pre-printed material. 

Ideal for imprinting dealer advertising literature... Adjustable 
without tools, it can be easily operated by anybody... Offers a big 
savings in packaging for everybody!...Call the nearest Pitney-Bowes 
office for a demonstration — soon! Or send coupon for free 

illustrated folder and booklet of case studies. 


Pe ee ee ee 





+ 1 Prrney-BowEs, INc. ; 
@ PITNEY-BOWES I 4527 Croshy Street | 
= 1 Stamtord, Conn. I 
7 * * I a I 
T m Tr 1 nt In i Send free Package Imprinter folder and case studies to: I 
p ae | 
1 Name i 

e Made by the originators of the 
MV. C hi ne fy postage meter... Service from i i 
a 272 cities in U. S. and Canada. p Address___ | 
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From order to invoice 
...written just once 


Your original order, written only once, produces 
all the copies you need to process and bill an 
order—with Ozalid. 


You start with an order form filled out by your 
salesman or clerk. At each step in the order 
process, Ozalid turns out the copies you need, 
in seconds. Just one writing produces customer 
confirmation, packing slip, delivery receipt, 
label, accounting record, invoice—all the paper- 
work you need to fill, ship and bill an order. 


You save the costly personnel time now 
required to turn out copies by wasteful, repeti- 
tious handcopying and retyping. You end need- 
less proofreading. Shipments and bills get out 
sooner. Irritating copy errors are eliminated. 


O Accounting 


Ozalid ends “repeat writing” in every operation 
. sales, purchasing, production, accounting, 
engineering. 


Ozalid will make copies of anything written, 
printed, typed or drawn on any paper that trans- 
mits light. You get an exact, legible, dry copy in 
seconds—without stencils, inks or negatives. You 
pay less than a penny for a letter-size sheet of 
quality-controlled Ozalid copy paper. And only 
Ozalid gives you copies on so many materials, 
in so many color-combinations, without messy 


fluid changes. 


For the full story, call your nearest Ozalid rep- 
resentative. His number’s in the phone book, or 
send coupon below for more information. 


OZALID 


SYSTEMS 





DIRECT 


copy) 





sea a i Ee 
Ozalid, Dept. J-5, Johnson City, N.Y. 


Please send more information. I am interested in 


O Purchasing 





O) Production Control 








O) Order-Invoicing O Engineering CO) Receiving 
Name Position 
Firm 

City State 





A Division of General Aniline & Film Corporation—in Canada, Hughes Owens Company, Ltd., Montreal 
(Circle 593 for more information) 





gift plan and the points required to 
obtain them. It also includes a photo- 
graph of the illuminated signs and 
their point costs, and sample copies of 
direct mailing pieces and their point 
costs. Sample premium checks and sales 
records, to be mailed to the company 
as evidence of a sale, are also included 
in the kit. The company expects that 
these additional sales aids and incen- 
tives will continue and increase the 
present high sales records. 

For more information, circle number 
682 on the Reader Service Card. 


ee 


Nine ways to cut costs 
in launching new products 


The long-range cost of 
distributing a new product successfully 
can be cut appreciably if management 
will give more attention to nine basic 
areas of planning before the new prod- 
uct hits the market, according to Edwin 
B. de Mesquita, Vice President in 
Charge of Advertising of the American 
Safety Razor Corporation. The nine 
basic areas include: 

1. Moving the new product through 
design and production. 

2. Moving the product to the con- 
sumer through market testing. 
3. Moving the concept of the product, 
through advertising testing. 

!. Moving the message of the prod- 
uct through display material testing. 

5. Moving the product through pack- 


aging and packing. 

6. Taking a long-range view in the 
storage of the product. 

7. Streamlining the sales operation. 

8. Planning in advance for the ship- 
ping of the product. 

9. The communication of ideas not 
only between the manufacturer and the 
trade, the manufacturer and the con- 
sumer, but also by encouraging the free 
exchange of ideas among all divisions 
to provide helpful ideas on various 
problems associated with the introduc- 
tion of the new product. 

Mr. de Mesquita emphasized that ac- 
complishments came about simply by 
encouraging people in all divisions to 
come up with ideas on various prob- 
lems. He felt that making the free ex- 
change of ideas—good ones and_ bad 
ones—an integral part of new product 
planning, will surely pay off. m/m 
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How to use 


by Burton C. Rush 
President, Visual Services, Inc. 


CHARTS to build better public relations 


CS Your company con- 
stantly appeals to a wide variety of 
“publics,” ranging from stockholders, 
employees and local communities to 
Congress, government agencies, and fi- 
nancial circles. Since these presentations 
usually involve facts and __ statistics, 
charts play a vital part in their success. 

While most companies have come 
around to using charts to dramatize 
dreary figures and simplify complicated 
plans, many still fail to achieve clarity. 
In one way or another they have vio- 
lated one or more of the three cardinal 
rules of visual presentations: 


1. Know what you’re going to say. 

2. Say it simply. 

3. Present your story in an orderly 
fashion. 


The importance of directness and 
simplicity cannot be overemphasized. A 
booklet’s initial impact is usually the 
lasting one. If you don’t ring the bell 


immediately, chances are that you won't 
ring it at all. 

There isn’t always one best way to 
present a chart. In writing for your 
“publics,” the question of whether to 
use line, bar, or pie charts will depend 
not only on the material itself, but on 
the visual effects necessary to maintain 
reader interest. That’s why charts used 
within a company usually cannot be 
transferred, unchanged, for external use. 

For example, Figure 1 shows a 
series of simple line charts, all designed 
for distribution among utility execu- 
tives who at least share a community of 
interest. Figures 2, 3 and 4 show how 
they were translated into other forms 
for a widely distributed employee pub- 
lication that has a large circulation out- 
side the company. 

Illustration, pictorialization, and de- 
sign are visual devices most commonly 
used to make external charts clearer 
and/or more palatable to laymen. 


| . Simple line charts may serve internal uses satisfactorily. 
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... telephone jobs nearly tripled... 


1920 ee 229,000 
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Since 1935, local telephone rates 
have increased only 1/3 
as much as 
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Charts in Figure 1 as they are sharpened for outsiders. 
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HECTOGRAPH, 
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Clean Hands gently 
s stubborn 


removes 
office sree SET: 


to hats abrasives and sade & 


THE MODERN HAN? 
CLEANER FOR oFFict 
ME AND FAcTORY 


Your girls will thank you because 
it ends ‘‘chemical hands’’ H 
and cracked cuticles . . . ends 


scrubbing, too! 


When Clean Hands is applied 
before starting the office day, 
annoying stains can’t set. Grimiest 
grime rinses away effortlessly. 
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COST OF DIRECT SERVICE TO THE 
COMMUNITY ALWAYS EXCEEDS INCOME 


oc cost 
Ww V 
22,700 
AMBULANCE sine 
LOSS 


f v 
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EMERGENCY 





Judiciously and imaginatively used in 
the proper contex, here’s how their im- 
pact arouses instant interest: 

1. Striking visual indicators can set 
off a series of similar charts from each 
other without detracting from the over- 
all effect. Figure 5 demonstrates how 
these symbols succeed in separating the 
many elements of one story. 

2. Color, shading, and skillful design 
impart a third dimension which spot- 
lights the essential point. Figure 6 
not only illustrates this technique, it 
also (in center chart) artfully uses type 
to help cushion the shock of a sharp 
drop in sales. 


60.200 
LOSS 





46.300 
LOSS 
78,100 
cost 
$31,700 B iogg 
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t $306,400 Pictorialization helps to keep clear 
208,000 the essential difference between ele- 
cost ments under comparison. Figures 7 
$88,800 Loss and 8 represent two ways of pointing 
Piss] sa up employment and wage trends while 
preserving a quick visual distinction 
m= $1,461,100 between people and things. 
( ] “FR 4. Symbols, representing quantities, 
ra 7™_\ cost _— make unit comparisons much easier. See 
on 540,400 . 
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Loss 








106.2 
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5. Staggering statistics, when _ illus- 
trated in such terms as percentages or 
pennies on the dollar, are reduced to 
amounts within the average individual's 
comprehension. “The price of a new 
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7 Symbols distinguish story elements. 


suit of clothes” might mean $29.95 or 
$125 to two men, while both would be 
lost visualizing $250,000,000. Our grow- 
ing population and economy have com- 
bined to create magnitudes which the 
consumer, employee—and many man.- 
agement men—find impossible to under- 


6. Color, shading, and design add third dimension. 
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] & 8 .Pictorialization differentiates people f:om things. 


NUMBER OF EMPLOYEES ; SALARIES & WAGES THEY RECEIVED 
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Wages are an increasingly large 
element in costs of production. 18.8 
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9. Symbols make quantities easier to compare. 
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INQUIRIES INVITED 





Can we help you—or your firm—print or publish, 


write or edit, any of the following: 


HOUSE MAGAZINES 
ASSOCIATION OR CONVENTION NEWSPAPERS 
ANNUAL REPORTS 
COMPANY HISTORIES 


BOOKS OF PROCEEDINGS 


Management Publishing Corporation, a wholly-owned 
subsidiary of Management Magazines, Inc. (publishers of 
Management Methods) is now staffed to assist companies 
or individuals with problems requiring a high degree of 
professional publishing skill. The full editorial and tech- 
nical resources of our parent company are available on a 
service fee or participation basis. 


AUTHORS OF BOOKS ON MANAGEMENT SUBJECTS 


We are also interested in examining, for possible pub- 
lication, books on Electronics, Operations Research, or 
related subjects in the field of advanced management tech- 
niques. We will consider outright purchase of manuscripts 
or publication on a royalty basis. 


For more information, phone or write: 


RICHARD R. CONARROE, 
Director, Editorial Development. 





MANAGEMENT PUBLISHING CORP. 


22 West Putnam Avenue Phone GR. 8-7330 Greenwich, Connecticut 








How to 
EXPLORE 
PUNCHED- 
CARD 
METHODS 
Without 
Capital 


Investment 









If you are seriously thinking about 
installing punched-card equipment 
to get the speed and economy of 
automatic methods in your office, 
here’s a way to save time, trouble 
and money. 


Before you make any major in- 
vestment, let STATISTICAL help you 
“guinea-pig’” the proposed opera- 
tions. Working with a “‘pilot’’ set-up 
of your contemplated installation, 
we can quickly help you arrive at 
the most practical answer for your 
needs. A preliminary exploration can 
serve to (1) confirm your initial 
thinking so you can proceed with the 
installation; (2) prove that the work 
can be handled more economically 
through STATISTICAL; or (3) show 
that the job should be done man- 
ually. 


Remember, it’s easier and cheaper 
to discontinue an outside service 
than to scrap your own installation. 


That’s why it’s a sound invest- 
ment to talk it over with STATISTICAL 
and get a factual appraisal of antici- 
pated costs. Just phone 
our nearest office. 


sc 


TABULATING COMPANY 
Established 1933 - Michael R. Notaro, President 
CHICAGO 


53 W. Jackson 
HArrison 7-4500 


NEW YORK 


80 Broad Street TABULATING 
Whitehall 3-8383 
ST. Louis CALCULATING 
411 N. Tenth St. 
MAin 1-7777 ladanic 
NEWARK 


National-Newark Bidg. 

MArket 3-7636 
CLEVELAND 

1367 E. 6th St. 

SUperior 1-8101 


TEMPORARY 
OFFICE PERSONNEL 
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1 1. This is emphasis ... 
FEDERAL TAXES AND PERSONAL INCOME 


PERSONAL 

— FEDERAL 
LESS TAXES 
FEDERAL $63 BILLION 
TAXES 
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12. ... but this is distortion. The 
bag for 25% is about five or 
six times the area of the 10% pile! 
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WE PAID... 


FOR EMPLOYER WAGES 
AND BENEFITS 
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AND BANK (OANS 
$14,462,000 


DIVIDENDS 
$69,708,000 


TOTAL $752,068,000 


And enables us to provide 






from industry ond agriculture 


10. Magnitudes become comprehensible. 


stand. Figure 10 shows how the New 
York Telephone Co. presents a crystal- 
clear picture of its tremendous opera- 
tions to stockholders. 

Not all 
however. When used solely for splash, 


pictorialization enhances, 
such visual effects as color and design 
can actually obstruct and distort a 
chart’s meaning. 

In no other phase of charting is the 
tailored, professional approach so im- 
portant. Charts for outsiders cannot be 
considered apart from the presentations 
which contain them. All accompanying 
artwork, photographs, and text must be 
fused to make a presentable whole. 

Most companies find the investment 
in careful design pays off not only in 
the calibre of the finished product, but 
in the actual savings which _profes- 
sionals help make in printing, engrav- 
ing, and other costs. 

In evaluating its charts for outside 
use a company would do well to ask 
itself these questions: 
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(Tote! dividends of $72,104,000 
included $2,396,000 peid from 
prior earnings | 


improve ond expand ond maintain thot service. 





1. Are facts emphasized rather than dis- 
torted? (See Figures 11 and 12.) 

2. Are figures forced? Don’t make com- 
parisons between dissimilar elements 
that have no valid connection with each 
other, 

3. Is it based on consistent and reliable 
data? Reliability is a relative term. 
What's considered reliable in one place 
may not be in another. One good test 
of reliability is consistency (i.e. are all 
the charts in a series keyed to the same 
progression, or does one start at zero, 
another at 20?). 

4. Does each chart tell a single, clearcut 
story? The temptation to clutter a chart 
with pertinent, but unessential, mate- 
rial may be almost overwhelming, but it 
will result in an obscure hodge-podge. 
On the other hand, Figure 13 demon- 
strates the impact a single chart can 
deliver. 

5. Are necessary comparisons included? 
The Association of Financial Analysts 
suggests that financial statements be 
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IS IT FAIR TO HAVE TO 
COMPETE WITH LOW WAGES? 








AMERICAN CARPET WAGES BELGIAN AVERAGE WAGES 


FAIR TARIFFS ARE NEEDED TO PROTECT 
THE AMERICAN PAY ENVELOPE 











] 3. A simple chart has strong impact. 


given over a 10-year period wherever 
possible Figure 14) or for as 
many years as is feasible. Reasons for 


(see 


this are obvious: no reader can appraise 


accomplishments without past per- 
formance figures. 
After satisfying yourself on these 


points, sum up by seeing if your charts 
genuinely: 


>» clarify a complicated story 

> translate magnitudes into rela- 
tive, understandable terms 

>» demonstrate differences 

> show up trends 


If they do all these, you've spent your 
money wisely. m/m 


Charts by Burton C. Rush and staff for: New York 
Telephone Company, The Roosevelt Hospital, Botany 
Mills, Bigelow Sanford, The Diamond Match Co., and 
The Carpet Institute. 


Continuity is important for com- 
parisons. 


14. 


EARNINGS AND DIVIDENDS 
PER COMMON SHARE 
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How much 


would you guess a Revo-File 


can save you the first 37 minutes in your office? 





1. When you change from slow-poke, money-wasting 
card files to Revo-File, no costly transposition is required. 
No new cards. No key-hole punched cards. Just pick 
up your present cards by handfuls, drop ’em into a 


2. No chance of losing cards! Revo-File 
has an exclusive, patented method of 
holding cards to drum without relying on 
holes punched in cards or other methods 
of attachment, which often cause wear, 
mutilation, and eventual ‘“‘fall out” of 
cards from drum into base of file. (No 
trapdoor needed in Revo-File.) 


If you have 3,000 or more active cards 
which are used continuously for refer- 
ence and posting, mail coupon, today! 


Another fine product of 
The Mosler Safe Company 


$25.00 





$50.00 





~<—NOTE IMPORTANT CLUE: 
CARDS ARE NOT ATTACHED 
IN ANY WAY! 


$100.00 


LI 


$200.00 











= 






Revo-File, and go to work! Revo-File is the only 
single-drum rotary card file of its type that lets you 
do this. It saves an average of $200 in change-over 
costs... often much more! (Is $200 what you guessed?) 








3. No limits on work speed! Since cards 
are not attached, one or hundreds can be 
removed and re-filed instantly. Easy to 
place Revo-File in most comfortable work- 
ing position for any clerk. Cards come to 
her, not vice versa. All standard and most 
off-standard sizes accommodated. Manual 
and automatic electric selector models. 


For big-volume card-filing! The new 
Mosler Roto-File can accommodate 
more than 80,000 cards. Has all the 
exclusive features of Revo-File ... on 
a bigger scale. Electrically controlled 
drums rotate independently—several 
clerks can work at same time. 
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Revo-File, Roto-File Div. » The Mosler Safe Company, Dept. MM-9, 320 Fifth Ave., New York 1, N.Y. 
Please send me complete information about (check items you wish): 
© Mosler Revo-File, world’s finest rotary card file. () Mosler Automatic Electric 


Selector Revo-File. (] New Mosler Roto-File for volume card-filing applications. 
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WILLIAM B. ALLEN, 

Director of Sales Training, 

KENDALL MILLS, Walpole, Mass. 
Division of The Kendall Company 


Kendall Mills 
salesmen write their 
own expense drafts 


“Our salesmen and management 
are happy with the Traveletter 
System of receiving expense 
money. It is convenient for them, 
is easily cashed, and is speedy. It 
also provides a good control over 
their expenses. The number of 
men in this division using it varies 
between 50 and 60 at a time. We 
have been using the Traveletter 
System since 1945. 


“I thought you might like to 
know how high our regard is for 
your organization, and how 
pleased we are with your system.” 


The Traveletter System reduces 
cash advances, saves accounting 
time, prevents lost time and lost 
orders, builds morale of salesmen. 


Used by companies employing 
from 1 to 1,000 travelers, includ- 
ing United Aircraft Corporation, 
American Cyanamid Co., West- 
ern Electric Co., and many others. 


Traveletter 


... the better system for 
handling travel expenses. 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 
GREENWICH 4, CONNECTICUT 


(Circle 612 for more information) 
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Management can understand 
Operations Research 


EDITOR’S NOTE: Linear Programming is 
one of the mathematical techniques of Op- 
erations Research. Since many business 
situations require the allocation or assign- 
ment of scarce resources to a series of 
competing and interrelated demands, Lin- 
ear Programming—which tackles such 
problems mathematically—has gained ap- 
plication, success, and popularity in indus- 
try, agriculture, military service, and gov- 
ernment actvities. 

In the questions and answers to follow, 
you will get a quick view of what this 
method can and cannot do. 


QUESTION: What problems can Linear 
Programming handle? 


ANSWER: Suppose you operate a shop 
with four screw machines, and you have six 
products (with different profit margins and 
machine times) that you must produce in 
given quantities. One of your machines is 
quite old and has a slow cycle. Two are 
middle-aged, and the other one is brand 
new and very fast. Since machine-time is 
limited, how do you schedule your parts on 
machines in order to obtain the greatest 
total profit? 

Or, suppose you operate ten factories pro- 
ducing various products, and twenty ware- 
houses (with different freight rates between 
each plant and each warehouse), and you 
must ship a given mix of products to each 
warehouse. From what plants to which 
warehouses do you ship and in what quan- 
tities for minimum total transportation cost? 

In these kinds of problems, Linear Pro- 
gramming can help. Note that in both cases 
discussed above certain scarce resources, 
that is time or money, have to be allocated 
or budgeted for maximum profit or mini- 
mum cost. 

Here are more sample questions Linear 
Programming can help answer: 


How to blend aviation gasoline to main- 
tain octane rating, even when ingredients 
are scarce? How to blend cattle or chicken 
feeds, or design feeding programs for live- 
stock? How to schedule the military oil 
tanker fleet around the world? Where to 
produce or where to store given products 
for best profit or lowest cost? How to set 
sales volume and price for maximum profit? 
How to assign personnel to jobs? 


QUESTION: Why was Linear Program- 
ming developed? 


ANSWER: Because resources in World War 
II were scarce. Freight cars, ships, plant 
capacity, and critical items such as aircraft 
gasoline had to be used at utmost efficiency. 
This need spurred on mathematical experts 
to perfect scheduling and _ distribution 
theories. The practical outcome was Linear 
Programming. 


QUESTION: What are its advantages? 


ANSWER: a. It leads to higher profit, 
lower cost, and a method of operating when 
resources are scarce. 

b. It saves planning time. By reducing 
complicated assignment or scheduling prob- 
lems to a simple routine which anyone with 
a knowledge of high school algebra can 
handle, Linear Programming frees the time 
of experienced planning men for other ex- 
ecutive work. 

c. It makes planning possible where it 
was not so before. For example, if a planner 
has ten factories and twenty warehouses and 
has to plan shipments between each, he 
may well give up after he has found a single 
plan which will meet the distribution of 
goods required. Linear Programming tells 
him how to make up many such transporta- 


tion assignments, then pick the one with 
lowest cost. 

d. It provides absolute certainty of a best 
answer. Formerly, if a planner made up an 
assignment of work, transportation §re- 
sources, or time, he was never certain he 
had picked the lowest cost program. Using 
Linear Programming, he can tell when he 
has made up the best program, and rest 
assured no one can determine a better pro- 
gram, using the same information. 


QUESTION: What cost reductions or 
profits can be expected? 


ANSWER: From ten to thirty per cent in 
most industrial applications so far. For ex- 
ample, SKF Company has reported savings 
of ten per cent, or $100,000 a year, through 
the use of scheduling techniques developed 
from Linear Programming. (See Factory, 
January, 1954, pp. 136-137.) Phillips Petro- 
leum Company, which schedules gas ship- 
ments from fifty sources to three hundred 
destinations by Linear Programming, is re- 
ported to save $200,000 a year with the new 
method. Both operations are large scale and 
complicated. Obtaining these cost reduc- 
tions depends largely on the skill with 
which problems are selected for analysis by 
Linear Programming. 


QUESTION: What is the method of Lin- 
ear Programming like? 


ANSWER: First, you must define an objec- 
tive to work toward, such as maximum 
profit, minimum cost, or minimum use of 
certain scarce commodities. 


Second, you have to collect information 
on what resources you have available to 
allocate and where requirements are lo- 
cated. That is, you must know, in particu- 
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CREDIT: This article, originally prepared by Op- 
erations Research Institute, Inc. for its Operations 
Research Digest, was authored by Van Court Hare, 
with the assistance of Ram Vaswani, of the Case 
Institute, Cleveland, Ohio. 


Here’s a down-to-earth explanation 


of linear programming 


lar, what the inputs and the outputs of the 
operating system (say machine shop) are. 
You also need to know any operating re- 
strictions. Lists of these resources and needs 
are made up in a box-like chart (see Figure 
1) that mathematicians call a matrix or a 
tableau. 

Here’s a simplified example of one kind 
of problem that can be handled by linear 
programming. You want to divide orders 
for six different parts among three different 
machines in such a way that total machining 
time will be minimized. The first table 
shows the quantity of each part to be made 
in a given period and the number of hours 
available on each machine for doing this 
work. 

Along with this you need to know the 
time it takes to process each part on each 
machine. Characteristics of machines and 
parts result in differences in processing 
times. The most efficient machine for mak- 
ing one part is not necessarily best for an- 
other. Figure 2 tells you how many hours 
it takes to process each part on each ma- 
chine. The big problem is knowing how to 
use this information to arrive at the best 
possible schedule. 


You might try to work this out yourself 
in the space available in Figure 1. Cover 
up the solutions and see how close you 
come to the right answer. To find how near 
you get to the available hours on each ma- 
chine, simply multiply the units you wish 
to schedule by the appropriate hours per 
unit derived from Figure 2. 

Figure 3 is an example of one schedule 
for producing all the parts. It is a trial-and- 
error solution and requires 390 machine- 
hours instead of 270. You may have done 
better. Many schedules could be devised by 
traditional methods—but usually they'll re- 
quire extra machine-hours. 

The ideal solution appears in Figure 4. 
It provides for completion of the entire job 
in the available hours of machining. This 
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schedule was arrived at by linear program- 
ming. It was obtained by a step-by-step pro- 
cedure that started with the setting up of 
the original table. A trial solution was first 
made according to the prescribed rules of 
linear programming. Then the trial solu- 
tion was tested with a routine that incorpo- 
rates the values of hours per unit in Figure 
2. The entire procedure requires only the 
use of simple addition, subtraction, and 
multiplication. 

If you had a problem this simple, you 
could do very well by trial-and-error sched- 














PROBLEM 
Figure 1 
UNITS AVAILABLE 
MACHINE 
Ti PF? 3 PT PT5 PT6 HOURS 
MACH 1 80 
MACH 2 30 
MACH 3 160 
PARTS REQ 1 40 60 20 20 30 270 
Figure 2 


HOURS PER UNIT 
PT 1 PT 2 PT3 PT 4 PTS PT 6 











MACH 1 3 3 2 5 2 ! 
MACH 2 4 1 1 2 2 1 
MACH 3 2 2 5 1 1 2 
SOLUTIONS 
Figure 3 
UNITS AVAIL. SCHED. 
MACH. MACH. 
PT 1 PT 2 PT3 PT 4 PTS PTS HRS. HRS. 
MACH 1 40 10 80 140 
MACH 2 30 


30 30 
20 30 160 220 


PTSREQ 10 40 60 20 20 30 270 390 











Figure 4 
UNITS AVAIL. SCHED. 
MACH. MACH. 
PT 1 PT 2 PT3 PT 4 PTS PTS HRS. HRS. 
MACH 1 30 20 80 80 
MACH 2 30 


30 30 
MACH3 10 40 20 20 10 160 160 


PTSREQ 10 40 60 20 20 





30 270 270 








how XEROGRAPHY 


cuts duplicating costs *70,000 a year 
at UNITED Fue. Gas Co. 


CHARLESTON, W. VA. 





SPEEDS PAPERWORK 
More than 80,000 offset paper masters prepared last year ! 


Fast and efficient communications between departments 
play a lead role at United Fuel Gas Co. and its Columbia 
Gas System affiliates with headquarters in Charleston, W. 
Va. When companies grow as rapidly as these have in 
recent years to meet the enormous demand for natural gas, 


DO YOU KNOW... 


Xerography copies onto 
paper masters and 
metal plates for 


: ; : ET 
the circulation of important documents demands increasing ce vl 
priority. . 


To meet the accelerated requirements of paper duplica- 
tion work, United installed XeroX© copying equipment 
three years ago. Today, says a Company official, if it were 
not for versatile xerography, the utility would have to en- DIAZO 
large its 11-person stenographic pool by at least another Printing 
dozen—just to keep pace with present requirements. e 

While this saving alone amounts to an estimated $30,000 
a year, United is even more impressed at the speed with 


Copies onto 
translucent inter- 
mediates for 


Copies onto 
masters for 


which vital paperwork can be produced. Nearly 20 depart- SPIRIT 
ments rely on xerography for fast, accurate, dependable (and other fluid-type) 
' ’ duplicating 


copying of any kind. In one year the service section prepares 
more than 80,000 offset paper masters by xerography at an © 


indicated saving of at least another $40,000—and two-thirds Copies 
of the original documents have to be enlarged or reduced, a argo y 


simple task by xerography. 


- : a subjects onto paper 
Versatile xerography provides the solution to your copying 


masters for offset 


needs. Original copy may be enlarged, reduced, or copied duplicating 
same size. Masters may be made from opaque originals or 8 
from copy on both sides of a sheet. Let us show you with UP TO 
facts and figures how xerography can cut your duplicating EIGHT 
costs for all types of paperwork. COPIES 


including a paper 
master or translucent 
intermediate can be 
made from one xero- 

graphic exposure 


Write for ‘“‘proof of performance” folders showing how 
xerography is saving time and thousands of dol- 
lars for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-5X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 
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BW Don't be trapped * 
by your own records! 


























Specify DIEBOLD 
STEEL STORAGE FILES 


You won't be trapped by an avalanche of disorganized 
records when you use Diebold steel files. With Safe-T- 
Stak’s orderly filing facilities you will handle records 
faster and easier. Diebold files last a life-time . . . increase 
storage room capacity up to 100%... lock securely in rig- 
id batteries ... . AND COST NO MORE 
THAN FRAGILE CARDBOARD! 


Many concerns have standardized on 
Safe-T-Stak equipped with sintered nylon 
bearings for general office filing. For 
general and storage filing we can prove 
that Diebold files will save you time and 
money. Call your local Diebold repre- 
sentative for a free demonstration . . . or 
write us... today! 





Get all the facts .. 

including case histories 
about the country’s best 
record filing operations. 





N-287-DI 





6 te Pot 





Diebold, Incorporated 
908 Mulberry Rd., S. E., Canton 2, Ohio 


1. Record Survey 3. Record Management Manual 
2. File Room Lay out 4. Record Destruction Plan 


Please send complete information about Safe-T-Stak 
files and these FREE SERVICES: 


| yD, 
Diebold’! = = 


ee ove & OR AT EO 








Street 





Zone —— State 





908 Mulberry Rd., S. E., Canton 2, Ohio City 


(Circle 569 for more information) 























uling. But you can see that, if the number 
of machines and the number of orders were 
increased, the problem would become very 
complex. That's when you might want to 
apply linear programming to obtain better 
schedules. 

Third, costs of making specific assign- 
ments are also collected and inserted in the 
matrix. For example, if the problem is one 
of shipping goods from certain origins to 
certain destinations, the freight rates be- 
tween these points would be collected and 
put in the matrix as shown in Figure 1. 

Fourth, the question of dividing resources 
between the various demands comes up. 
This is a pie-cutting job, with the inherent 
difhculty that a pie can be cut in a very 
large number of ways. (This can be seen 
from looking at Figure 1.) The trick is to 
eliminate any combination or assignment of 
resources that is costly, impractical, or 
wasteful. 

In simplified terms, Linear Programming 
starts out with a workable (feasible) assign- 
ment matrix. Next, say where the objective 
is to minimize cost, it tells you how to im- 
prove the assignment matrix in a step-by- 
step manner until you reach the lowest cost 
assignment. 

So, to sum up, Linear Programming is an 
iterative procedure: a set of computational 
rules which let you budget more efficiently. 
Computational details for several problems 
are shown in Reference (1). 


QUESTION: Can computations be mech- 


anized on an electronic computer? 


ANSWER: yes, they can. Although Linear 
Programming computations can be done by 
hand for simple problems, they are best 
done by machine when the number of re- 


sources or demands becomes large. 


QUESTION: Are there 
methods of Linear Programming? 


any short-cut 


ANSWER: 


Yes. See Reference (1). 


QUESTION: What basic information. is 


needed? 


ANSWER: 


particularly operating 


The following kinds of data— 
restrictions—should 
be available for an industrial process: 

a. A knowledge of the general manufac- 
turing process and sequence of operation 
used to produce the products. 

b. The product line, including all regu- 
lar and special products. 


c. A list of customers by product and 
location, 

d. The rate of production by product, by 
department, and by machine. 

e. Customer demand for a given time 
period. 

f. Effective available machine time, in- 
cluding utilization, down time, and the like. 

g. Comprehensive cost and price informa- 
tion by product operation and machine 
group. 

h. Knowledge of the current scheduling 
practice such as basic approach, methods, 
procedures, and controls. 

i. The range, size, and variety of prod- 
ucts and parts. 

j. The number of machine tools, their 
capacities and abilities. 

k. Purchasing methods, status of delivery 
promise, and tooling. 

1. Other information. For marketing and 
distribution problems, other information 
such as rates, methods, 


freight routing 


and market characteristics is required. 


QUESTION: What is the greatest diff- 
culty in installing Linear Programming? 


ANSWER: Collecting the basic data. You 
spend more time collecting detailed cost 
and other information than for computa- 
tion, using the mathematical technique. 
Often, as much benefit is obtained by 
gathering the facts from which to work as 
is obtained from the computations. This is 
because management is forced to focus 
attention to things which have been neg- 
lected under the pressure of time. More- 
over, time is spent establishing the relation- 
ship of various pieces of information, so a 
clear picture of what the business is actually 
doing often results from a Linear Program- 


ming study. 


QUESTION: Where can personnel be 
trained in Linear Programming? 


ANSWER: 4t most engineering schools 
and through some practical training 


agencies. Case Institute, Columbia Univer- 
sity, M.I.T., Purdue, U.C.L.A., Carnegie 
Tech, and other good schools offer evening 
or day courses for about $75. Operations 
Research Institute, Princeton, N. J., Meth- 
ods Engineering Council, Pittsburgh, and 
Executive Services, Cleveland, to name a 
few commercial agencies, offer intensive two 
to four week training programs in the $300 
to $950 range. For further information, call 
engineering 
Mathe- 
matical Statistics, or Economic Department. 


the above or your nearest 


school’s Industrial Engineering, 
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QUESTION: Where is the best place to 
apply this method first? 


ANSWER: Pick the most Specific “assign- 
ment” job you have. This may be allocation 
of machine-time in the shop, or assignment 
of shipping destinations to freight cars. 
Work first with one specific product, then 


enlarge to others after success with the first. 


QUESTION: Where should its use be 


avoided? 


ANSWER: Do not use Linear Program- 
ming when costs are non-linear. For ex- 
ample, do not confuse freight rates of 
carload lots and less than carload lots, since 
there is a large price break for carload 
volumes. The problem should be split into 
two parts in this case, each worked sepa- 
rately. Do not use Linear Programming 
where conditions change very frequently, or 
where the cost of items “assigned” is very 
small. Do not use the method where cost 
information is inaccurate. See Reference 
(3) on page 22. 


QUESTION: What groups will do Linear 


Programming for you? 


ANSWER: Most Operations Research Con- 
sulting Groups, some Management Consult- 
ants. Cost range from $1,000 to $50,000 de- 
pending on the size of the job tackled. A 
good idea is to assign company personnel 
to work with consulting groups, so your 
people will be familiar with the method 
and other possible applications after the 
consultants leave. 


QUESTION: How long does it take to 
get started? 


ANSWER: That depends on how hard the 
basic data is to get. If you have the required 
data, you can take it to a university com- 
puting laboratory and have problems 
worked out for as little as $50. However, 
generally the data is not available in the 
right form, so it must be collected. Past ex- 
perience shows two men must work from 
one to three months to get the data needed. 
\dd six to nine months more if Linear Pro- 
gramming computations are to be made 
part of company routine. 


QUESTION: What is the difference be- 
tween Linear and Non-Linear Program- 
ming and Dynamic Programming? 
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Lets be honest about tz... 
the proce ts what sold meé 
on microfilming 


POU UUUUUC USS UCESEUSU See 


Ask any new user of up-to-date Burroughs microfilm- 
ing, and he’ll make no bones about it. The reason 
he now microfilms (the reason you can, too!) is that 
PTUTTTITILT ITT Burroughs offers everything you need at a 
price easily within your reach. 

In fact, the new Micro-Twin, precision-built by 
Bell & Howell, costs substantially less than any 
other up-to-date, complete microfilming system. 
And it’s so wonderfully advanced and compact— 
you get both a Recorder and Reader in one unit. 

Simple to operate? You bet! To photograph, you 
merely load up the automatic feeder. Then, one 
after another your documents automatically peel 
off into the Recorder. To view filmed records, just 
twist a knob and rely on the exclusive Indexing 
Meter to help find the item you want. Facsimile 
prints? Of course! You make full-size ones right in 
the Reader—develop them without a darkroom. 

All of which adds up to the fact that certainly 
you can afford to microfilm! Call our nearby branch 
office. Ask to see the fabulous Micro-Twin or, if 
you prefer, the low-cost Model 205 Recorder and 
separate Model 206 Portable Reader. Burroughs 
Corporation, Detroit 32, Michigan. 


And tll sell you, too !/ 


Lor the new Mic 


r0-Twin 
reCcoraer-TEAAEr COSTS LESS 

than you might expect to 
pay for a recorder atone! 


SOLO AND SERVICED BY 


Belle Howell Burroughs 


MICROFILM EQUIPMENT 


“Burroughs” and “Micro-Twin” are TM's 
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WHAT PRICE GLORY? The men in the plant 
are on time-and-a-half . . . but the boss 
will soon have to borrow on his life in- 
surance. 


Yet the company’s volume is up 20% 
over last year. Trouble is, there’s no profit 
in the increase. The boss’ cost figures 
looked good. But with insufficient allow- 
ance for overtime to meet delivery dates, 
coupled with unrealistic cost data, prices 
were set too low. 


Here’s a case where Keysort punched- 
card accounting would have given this 
discouraged boss complete, correct fig- 
ures on every operation in the plant. Thus 
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armed, he could have set prices factually 
— as well as made every allowance for any 
overtime required. 

A McBee Keysort installation can give 
you accurate, pin-pointed reports on 
every phase of factory operation, and 
give them to you fast. On your desk 
monthly, weekly, daily — as your needs 
require. Whether you run a small branch 
plant or a titan of industry. At remarka- 
bly low cost. 


The McBee man near you has a pres- 
entation which will show you how it’s 
done. It will take him just one hour from 
start to finish. Phone him, or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


(Circle 588 for more information) 





ANSWER: The basic assumption of Linear 
Programming is that costs or profits go up 
or down “evenly” with the level of produc- 
tion or activity. This is the same “straight- 
line” assumption a break-even chart makes 
when it pictures a financial situation. 

Non-Linear Programming, on the other 
hand, assumes that this straight-line picture 
is incorrect: profits and costs vary unevenly 
as activity changes. 

Both Linear and Non-Linear Program- 
ming show what happens at one instant of 
time. They are snapshots, not movies. Dy- 
namic Programming, an even more refined 
mathematical technique, tries to picture 
what goes on in several periods of time: it 
looks both backward and into the future. 
Linear Programming is the only practical 
method for normal use at this time. 


QUESTION; Where will Linear Pro- 


gramming expand? 


ANSWER: Most applications now are to 
transportation and machine assignment 
problems. Case histories show some com- 
panies are pioneering Linear Program- 
ming’s use in balancing distribution and 
manufacturing costs, in buy-make decisions, 
in employment leveling studies, and in sales 
incentives to take advantage of high profit 
items in the product mix. Expect more ap- 
plications in the marketing area in the 
future. 

Expect also mathematical development 
of practical techniques for Non-Linear and 
Dynamic Programming so that more com- 
plicated situations can be handled faster. 


QUESTION: Does Linear Programming 
replace judgment? 


ANSWER: Jt does not. Linear Program- 
ming is not in any sense a cure-all or magic 
formula. Judgment is required in Linear 
Programming’s application and use. Linear 
Programming simplifies data collected: it 
can be as strong or as weak as the judgment 
used in collecting and interpreting data. 

But, if well used, Linear Programming is 
a valuable asset. It supports management's 
judgment and sharpens decision making. 
So, you'll hear more about Linear Program- 
ming in the future. m/m 


References: (1) Robert O. Ferguson, ‘“‘Linear Program- 
ming,’’ American Machinist, April 11, 1955, pp. 122-127. 
(McGraw-Hill Publishing Co., 330 W. 42nd St., New York 
36, N. Y.) 

(2) Morton Klein and Stanley H. Milberg. ‘'The Applico- 
tion of Linear Programming to Materials Handling,"’ Mod- 
ern Materials Handling, February, 1955, pp. 80-84. (Ma- 
terial Handling Laboratories, Inc., 795 Boylston St., Boston 
16, Massachusetts) 

(3) Alexander Henderson and Robert Schlaifer, ‘‘Mathe- 
matical Programming,"’ Harvard Business Review, May-June, 
1954, pp. 43-70. (Harvard Business Review, Soldiers Field 
Road, Cambridge, Massachusetts) 
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ARBITRATION 


OR 


LITIGATION? 


Increasingly, businessmen are recognizing 


arbitration as a cheaper, faster, and more private 


way of settling disputes out of court 


mm I) the past, arbitra- 
tion has been associated almost exclu- 
sively with labor-management prob- 
lems. More recently, an increasing 
number of businessmen have discov- 
ered its usefulness in solving a variety 
of other problems. 

The reason for this increased “com- 
mercial” use of arbitration lies in the 
three distinct advantages it offers over 
a court of law: 1. Speed: One familiar 
aspect of litigation is the almost uni- 
versal long wait to get a case on a court 
calendar, while arbitration can be com- 
pleted in a few weeks. 2. Economy: 
There is an old saying that the only 
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people who win law suits are the law- 
yers because both sides often take finan- 
cial losses. Arbitration costs average 1%, 
of the amount disputed. 3. Privacy: 
Many disputes involve touchy subjects, 
disclosure of which could seriously 
hurt business. Arbitration can be a 
strictly confidential hearing. 


What is arbitration? 

“Arbitration is the referral of a dis- 
pute by voluntary agreement of the 
parties to an impartial person for de- 
termination on the basis of arguments 
and evidence presented by such parties, 
who agree in advance to accept the de- 








Arbitration cuts legal time require- 
ments. It eliminates long waits to get 
on the court calendars, trial post- 
ponements, adjournments and other 
legal maneuvers. Cases may require 
only 3 weeks to settle. 








Arbitration reduces legal fees to a 
minimum, obviates court expenses, 
high lawyers’ fees, and other similar 
costs. Standard American Arbitration 
Association rate averages about 1% 
of the amount of money involved. 





PRIVACY 











Arbitration is not a public proce- 
dure. No law makes it mandatory 
for the process to be open to the 
press. Embarrassing matters can be 
ironed out in complete privacy with 
no unfavorable public reactions. 





cision of the arbitrator as final and 
In less legal terms, arbitra- 
tion means two people who have an 


binding.” 


old fashioned business fight allow an 
old fashioned impartial judge to settle 
it—and agree beforehand to accept his 
ruling in the matter. 

In the six case histories to be pre- 
sented here, typical commercial dis- 
putes which can be arbitrated are illus- 
trated. Actually, almost any kind or de- 
gree of fight involving business is ar- 
bitratable—as long as no criminal mat- 
ter is involved. The most basic requisite 
for a businessman, however, is that both 
he and his adversary are willing to settle 


the matter with the least amount of 
trouble and expense. 


How arbitration works 

Using the rules and procedures of the 
American Arbitration Association as a 
guide, the following is what you can 
expect if you ever have a case come be- 
fore an arbitration panel. A suitable 
hearing room is furnished, as well as a 
single arbitrator wh« ‘s selected with 
approval of both sides. .° ou desire it, 
a tripartite panel of expert: caa be sub- 
stituted for the single arbitrator. 

AAA fees for arbitrating are low, 
averaging 1% of the amount in com- 
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DO YOU KNOW HOW 
LONG YOU ARE 
LEGALLY REQUIRED 
TO HOLD FILES? 


You can find out quickly and easily by ordering 
a copy of the fifth edition of RETENTION and 
PRESERVATION OF RECORDS with DESTRUCTION 
SCHEDULES. This 44 page book i; 
formative, up-to-date and $4.00 a copy. Write for 


factual, in 


circular describing it in detail 


This information is of extreme importance to 


office managers, file supervisors and all executives 


To serve YOU! 


In order to offer their clients, having 
branch offices or plants throughout the 
country, better service, Record Controls, 
Inc., files and record management 
specialists, have appointed Dr, Fred S. 
Cook of Palo Alto, California, as con- 
sultant for the West Coast? area, 


RECORD CONTROLS, INC. 


A nationally known skilled service for 
developing efficient records systems— 
tailored to each individual account. 
We do not sell supplies or equipment. 


209 S. La Salle St. Chicago 4, III. 
516 Fifth Avenue New York City 36 


Dr. Fred S. Cook, 
P.O. Box 353 Palo Alto, Calif. 


(Circle 596 for more information) 
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ing fiber glass base 
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mercial disputes. The proceedings are 
kept confidential, and you can get a fi 
nal decision in a matter of weeks if youn 
situation is urgent. Of course, the bur- 
den of preparation is on the disputant. 
He is responsible for furnishing perti 
nent and convincing evidence. He must 
also be prepared to uncover the loop 
holes in his adversary’s case. 

There are no tight rules of evidence 


entorced., double 


However, technical 
talk will get you no place, because the 
arbitrator is usually a qualified expert 


in the cases he judges. 


Case 1: patent disputes 


World War II, Sharpe & 
Dohme, a large drug manufacturing 


During 


firm, was granted a license to manufac 
ture one of the sulfa drugs by the 
American Cyanamid Corp., holder o! 
the patent. Subsequently, Sharpe & 
Dohme secured a patent for a specific 
formula sulfa preparation, and there 
upon claimed it no longer had to pay 
royalties to American Cyanamid. As 
the patent holder, American Cyanamid 
felt that the specific formula was based 
on the formula covered in their patent, 
and asked for the continuance of roy 
alty payments. Because of the national 
emergency, action on the dispute was 
put off until after the war. 

‘The licensing agreement contained a 
compulsory arbitration clause, and the 
matter was eventually brought before a 
three-man panel assembled under the 
auspices of the American Arbitration 
Association. The first of these three ar- 
bitrators was not only an engineer, but 
an organic chemist and patent lawyer. 
The second panelist was a well known 
attorney and counsel to a large corpo- 
ration. The third member was a former 
president of the New York Society for 
Certified Public Accountants. 

After only two days of hearings the 
board made an award of $1,780,000 in 
favor of American Cyanamid ruling the 
Sharpe & Dohme formula was covered 
in the original patent. Within ten days 
after the decision, the award was paid 
in full. If this case had been tried in 
court, before a jury with limited knowl- 
edge of patents, chemistry, and finan- 
cial agreements, it probably would have 
taken several months to dispose of the 
matter, involving both sides in addi- 
tional unnecessary expense. As it was the 
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cost to each for arbitration was $1,125. 


Case 2: buyer-seller disputes 


The most common type of commer- 
cial dispute develops in the ordinary 
purchase and transfer of goods. Be- 
tween the buyer and the seller exists 
such disputable factors as shipping 
damage, delivery date, price, quality, 
and performance standards. A good ex- 
ample of this kind of dispute took place 
last year between a railroad and a ma- 
chinery manufacturer. The S. & S. Cor- 
rugated Paper Machinery Co. of Brook- 


We didn't dare run this ad 





lyn, N.Y., had shipped some equipment 
to Indiana via the Delaware, Lacka- 
wana & Western Railroad. Damage had 
occurred in transit, for which the rail- 
road acknowledged responsibility, but 
the parties couldn't agree upon the cost 
of making repairs. They subsequently 
agreed to submit the case for arbitra- 
tion. In this case, the shipping contract 
contained no arbitration clause. 

Both parties indicated they wanted a 
quick decision, With the help of the 
AAA, they selected as arbitrator, a man 
who had been a jobber and appraiser 
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for five months... because 


you swamped us with 
your orders ! 


But we’re out from under now — and the all 
new time and money saving Thomas Colla- 
tors are being made faster than ever before . 


You first saw the new line of Thomas 
Collators in a series of ads (like the 
one at right) which broke last Septem- 
ber. Your response? Well in six weeks 
over 2,000 of you asked for more 
information . . . and the orders that 
resulted just bowled over our normal 


production capacity! 


Our plant added manpower and ex- 
panded to its maximum operation. 


This gave us our second wind and we 





were able to fill the initial demand in 
record time. What’s more, it geared 
us to help reduce costs, raise efficiency 
and perk up morale for more offices 


than at any other time in our past! 


Make sure you're not missing out on 
substantial savings (from 44 to 70% 
in actual time and money savings alone 
over other gathering methods!) Check 
and mail your coupon on the opposite 


page now! 





Copyright, 1956 Thomas Collators Inc. Visit 


our booths 475, 572 and 573 at the 


N.O.M.A. Convention, May 20-24. 


(Circle 610 for 
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of heavy machinery for many years. The 
hearing took place one day in Decem- 
ber, and the award was rendered the 
following day. Since the decision to sub- 
mit the case had taken place in Novem- 
ber, the total time elapsed to settle the 
controversy was less than three weeks. 
The cost of arbitration to each side was 
only $32.75. 
Case 3: international disputes 
Several years ago, when the Bucking- 
ham Novelty of 
England, ordered 56,000 cigarette light- 


Company London, 


ers from the Press-A-Light Sales Corp. 
of New York, they promised to pay for 
them at the rate of $2.00 each. Immedi- 
ately before shipment was made, Eng- 
land devalued the pound, making it 
equal to $2.80 rather than $4.03. Buck- 
ingham Novelty, because of the de- 
valuation, remitted only $78,400, claim- 
ing the contract was valid under the 
old rate. 

Because of the arbitration clause in 
the contract, the matter 
turned over to an international arbi- 
tration panel. They ruled that the Eng- 


sales was 
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Now Cut Your Collating Costs by 70% 


with the all new THOMAS COLLATOR 


Here’s exciting collating news! Now, as 
never before, you can cut those painfully 


high collating costs with the all new 


electric-powered or mechanically oper- 
ated Thomas Collator! 


And only the all new Thomas Collator 
offers all of these important operational 
and design features. There’s exclusive 
Speed Load Control that permits faster, 
easier stacking in bins . . . new Rotating 
Feed-Fingers for unparalleled efficiency 
. .. increased bin capacity and size . . . 3 
models, 6 sizes from new table-top to 
new tandem . . . beautiful modern styl- 
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More In Use Than 
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165 SALES AND SERVICE 
OFFICES COAST-TO-COAST 
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ing... and so many, many more im- 
portant built-in advantages! 


Whether you spend 2 or 200 hours a 
week collating sales bulletins, price lists, 
reports or any other duplicated material, 
there’s a specific model to fit your needs. 


Today find out how you can say a thank- 
ful “good riddance” to the time waste 
and confusion of old-fashioned collating 
methods. Fill out and mail coupon for 
your free copy of our colorfully illustrat- 
ed brochure that tells how to increase 
efficiency, perk up office morale and re- 
duce costs by as much as 70%. 


Thomas Collators Inc., Dept. D 

50 Church Street, N.Y.C.7,N.Y. 4 
(1 FREE New Full Color Brochure 
(0 FREE Thomas Collating Cost Calculator 
() Demonstration at my convenience. 


NAME 2 
(Please Print) 

COMPANY 

ADDRESS 

CITY STATE 


information ) 


lish firm was obligated to pay the full 
$112,000 as per the terms of the con- 
tract, and at the prevailing pound ex- 
change value. This decision cost each 
party $60 for AAA services. 

In recent years, our State Department 
has negotiated “friendship, commerce, 
and navigation” treaties with more than 
a dozen In each of these 
treaties, there has been inserted a re- 
ciprocal arbitration agreement for busi- 
ness contracts between subjects of both 
nations. At the same time the American 
Arbitration 
ciprocal agreements with foreign na- 


nations. 


Association has made re- 
tion arbitration groups. With these, an 
American businessman can have a dis- 
pute handled in a foreign country with- 
out leaving his own office. The arbitra- 
tion is held where the bulk of the evi- 
dence exists. 


Case 4: product quality disputes 


The Reading Iron Company was 
faced with a suit by a former employee 
over back wages. This seemingly un- 
threatened 
the very existence of the company. The 


complicated circumstance 
former employee had been, for many 
years, a superintendent of their pipe 
mill. He had invented a number of im- 
provements in the manufacture of iron 
pipe, and his patents were about to ex- 
pire. In order to have them reissued, 
the company agreed to give him a free 
hand to make some amendments and 
improvements on production and a new 
wage contract. 

He made a number of costly changes 
in the plan operation, and in so doing, 
changed a number of finishing proc- 
esses. The most important of these was 
the modification of the standard lap 
weld, so that in effect the pipe was 
made with the ordinary and cheaper 
butt weld. Consequently, these new 
pipes burst while being used in oil well 
drilling. A number of complaints led 
management to Investigate. 

When it was discovered that the su- 
perintendent’s new policies were the 
direct cause of the pipe failures, he was 
fired. He turned right around and sued 
the company for wages due under the 
terms of his contract. Unless the com- 
pany was willing to undergo a full ex- 
posure in court of the embarrassing cir- 
cumstances which surrounded this case, 
they were put into the position of hav- 
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in the field of 


Operations 
Research 


for Management 


e Case Histories Methods 


PEE Te pa Information Handling 


Joseph F. McCloskey and John M. Coppinger 


Now Volume Two, Operations Re- 

search for Management, brings to 

the executive and technical reader a 
| wealth of up-to-date case histories, 
| showing operations research in ac- 
| tual use, and detailed discussions of 
the newest operations research meth- 
ods. In addition, there is a special sec- 
tion on Information Handling in Or- 
ganized Groups. This unique section 
alone will be worth the price of the 
book to many people in management 
and research. For all those connected 
with the newest and most rapidly ex- 
panding management science, this 
book will be of specific and long-con- 
tinued usefulness. 

Ready May 18 600 pages $8.00 


Operations Research for Management 


VOLUME ONE 
Edited by 
Joseph F. McCloskey and Florence N. Trefethen 


“I would highly recommend this book to 
every Industrial Engineer.” The Journal of 
Industrial Engineering 

“This volume provides the first really com- 
prehensive introduction to this subject and 
is an indispensable tool of management.” 
Office Equipment News 

“. .. an outstanding contribution of the pro- 
motion of understanding with and commu- 
nication to management.” Southwest Tech- 
nical Calendar 416 pages $7.50 


Interindustry Economic Studies 
By Vera Riley and Robert L. Allen 
The first systematic classification of all the 
literature, published and unpublished, in the 
new and rapidly developing field of input- 
output or interindustry analysis. 


280 pages, Paper $2.50 
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ing to pay the superintendent's claim. 

Arbitration came to the rescue. The 
company was awarded more than $18,- 
000 it had already paid to the superin- 
tendent. His claim against the company 
for wages due under the contract were 
disallowed, as were claims against him 
for damages caused by the defective 
pipe. The arbitrators ruled his perform- 
ance did not measure up to terms of the 
contract. The AAA received $589 from 
each disputant for its service. 

This case clearly illustrates the ad- 
vantage of privacy in arbitration. Ir- 
reparable harm to the company’s repu- 
tation might have been caused if there 
was a disclosure that they had allowed 
this man to assume full responsibility 
for ‘production without supervision, 
and that the company had actually en- 
gaged in the production of faulty 
products. 


Case 5: customs of the trade disputes 


Recently, an American importer of 
furs received a shipment of stone mar- 
ten skins from a Greek supplier. Upon 
examination of several of the bales, it 
was discovered that the skins were of 
inferior quality. They did not measure 
up to what the importer had ordered, 
nor to the price he paid. In the fur 
business, it is standard procedure for 
the receiver of goods to open a certain 
specified number of bales in order to 
determine the quality of the shipment. 
This was the procedure followed by the 
importer. He immediately cabled the 
Greek supplier rejecting the shipment 
and asking for his money back. 

The supplier balked. He claimed 
that the American had opened unrepre- 
sentative bales, and that the shipment 
was satisfactory. Resorting to a compul- 
sory arbitration clause in the sales con- 
tract, the American had the dispute 
brought before an AAA panel. Fur ex- 
ports were selected as arbitrators. They 
proceeded to investigate the case in the 
most logical fashion. They went right 
to the warehouse where the furs were 
stored, donned the standard white coat 
of a fur handler, and inspected each of 
the bales in turn. 

The decision was that the American 
receiver was correct in his rejection of 
the goods. The animals, they con- 
cluded, were caught in the lowlands 
rather than in mountain regions where 
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Abbott Laboratories International Co., one 
of the largest exporters of pharmaceuticals, uses Copyflex 
to speed inventory control paperwork. Monthly entries 
are posted by foreign subsidiaries on originals of cumu- 
lative reports. These are sent to the home office, where 
copies are made by Copyflex. This saves preparation 
and mailing of hundreds of copies, eliminates retyping 
of previous entries. 








PURCHASING-R 


A. O. Smith Corporation, one of America’s largest 


manufacturers of steel fabricated products, uses Copyflex 
in its Milwaukee plant to produce receiving reports 
directly from purchase orders. This eliminates slow, 
costly retyping of basic data, avoids discrepancies 
between purchase orders and receiving reports. 











The Best Foods, Inc., famed for its “family of 


quality products” uses Copyflex to speed and simplify 
accounting paperwork. New entries are posted on 
originals of cumulative reports, and copies are mechan- 
ically produced by Copyflex without the expense, loss 
of time, or inaccuracies of manual copying. 


PRODUCTION-CONTROL 








Harley-Davidson Co., America’s largest manufac- 
turer of motorcycles, uses Copyflex to produce over 250,000 
documents involved in production control annually. Opera- 
tion cards are written only once. Copies made by Copyflex, 
without further writing, serve as production orders and 
other production control reports. Use of Copyflex has cut 
clerical work approximately 80%, given tighter control 
over production operations. 
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The Celotex Corporation, world-famous manu- 
facturer of building products, uses Copyflex to 
prepare cost and financial statements on a fast one- 
writing basis. Detail plant cost statements are made 
up on original forms at the various Celotex plants. 
From these originals, necessary copies are produced 
mechanically by Copyflex, eliminating the cost and 
time previously required for typing of copies. 


Six Leading Companies Show How Y 
SPEED MAJOR BUSINESS OPERATIONS, 


SLASH CLERICAL WORK AND C 
with Revolutionary Copyflex One- V 


Everywhere, progressive firms like those described here are 
speeding and simplifying all types of business paperwork with 
the revolutionary one-writing method made possible by modern 
Copyflex copying machines. You surely can, too! 


With Copyflex, you write basic information only once—depart- 
mental copies or other forms utilizing repetitive information are 
mechanically reproduced from the original. You prepare the 
entire series of varied copies needed to complete any systematized 
business operation without the time and cost of retyping or 
rewriting constant information from one form to another. This 
frees personnel for other important work, gives you tighter 
control of operations, saves thousands of dollars. 


Copyflex is the modern, superior copying method. Machines are 
clean, odorless, economical—letter-size copies cost less than a 
penny each for materials. Copyflex will fit into your present 
systems, utilize your forms design, whether you use single or 
multiple part forms. Mail coupon today. It can mean important 


savings for you. 


CHARLES BRUNING COMPANY, INCORPORATED, 4700 M 
IN CANADA: CHARLES BRUNING COMPANY (CANADA) — LTE 


(Circle 561 for more information) 
































S ORDER-INVOICE 





The DoAll Company, world’s largest 
manufacturer of band machines, uses the 
Copyflex one-writing method to speed and 
simplify order-invoice paperwork, cut ship- 
ping time to the customers by 50%. Installed 
in 35 branch outlets, Copyflex eliminates 
manual copying, saves $100,000 annually in 
clerical work. 


w You Can 


COSTS... 


Writing Method 

























































































There’s a Copyflex Machine to Fit Every Need 
and Budget! No Masters! No Negatives! 
No Messy Inks! No Vapors! 
Needs Only an Electrical Connection for Operation! 
Can Be Operated by Anyone! 





NEW COPYFLEX MODEL 250 


It’s the newest and finest of its size for general office 
usage. Produces up to 1,000 letter-size copies per hour. 
Handles any size standard office form, including largest 
accounting worksheets. Occupies less than a square 
yard of floor space. Provides fast return of originals, 
automatically stacks them in controlled sequence. 
Delivers copies into front delivery tray, conveniently 
located at eye-level and equipped with a movable mag- 
netic shelf stop for positive stacking of various size 
copies. Automatic separation of copies from originals 
provides convenient one-step operation. 


COPYFLEX MODEL 100 

Handiest desk top copying machine ever! Copies originals 
11 inches wide by any length. Makes up to 300 copies of 
different letter-size originals per hour . . . for less than 
a penny per copy for materials. 
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CHARLES BRUNING COMPANY, INC., Dept. 52-F 
4700 Montrose Avenue, Chicago 41, Illinois 


Please send me information on the Copyflex 





Copies anything typed, written, 
printed or drawn on ordinary 
translucent paper—in seconds. 


Process and [] Model 100, [) Model 250. 





Copytlex 























Name = oe a i 
Specialists in Copying Since 1897 Company ry 
1700 MONTROSE AVENUE, CHICAGO 41, ILLINOIS ili eciescieinnsoanies er 
.DA) LTD., 105 CHURCH ST., TORONTO 1, ONTARIO City ___ County State 
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quality stone marten are found. They 
also ascertained that the animals were 
caught before they had achieved a full 
winter growth, another requisite for 
first quality furs. 

The decision was forwarded to 
Greece. After a lengthy period of time, 
it was discovered that the shipper had 
neglected to pay the award made 
against him. The American Arbitration 
Association thereupon contacted the 
Greek Embassy Attache in Washington. 
Under terms of a friendship, commerce, 
and navigation treaty signed between 
the two nations, payment was soon re- 
ceived. The cost of arbitration was $25. 


Case 6: partnership disputes 

Probably the most emotionally taut 
and unfortunate class of dispute in- 
volves those dealing with partnerships. 
Partners are often men who have begun 
businesses with little more than an idea, 
nerve, and ambition. This was the case 
with two brothers who had founded a 
credit clothing chain. Their beginning 
was small and tenuous, but eventually 
they built their business to the point 
where it included 7,000 outlets on a 
national basis. At the peak of this suc- 
cess, one of the brothers began invest- 
ing heavily in the stock market. This 
became the subject of many heated 
quarrels, and finally led to a decision 
to dissolve the partnership. 

By the time this decision had been 
made, both principals were in a state of 
emotional hysteria. It was obvious that 
arbitration was the only suitable 
method to resolve their differences. The 
arbitrators went through their assets 
with a fine tooth comb and split every- 
thing down the middle. However, it 
took several adjustments, both major 
and minor, to finally settle the issue. 
Any direct negotiation would have 
been impossible. Cost to each was in 
the amount of $100. 

This is the mest severe of partnership 
disputes. There are others, of a less 
serious nature. Some dissolutions of 
partnerships are brought about because 
of the retirement of one. A common 
partnership dispute occurs after the 
death of one when the surviving part- 
ner and the deceased partner's heir 
must come to terms. The value of an 
arbitrator in these cases is to provide 
a shock absorbing buffer between the 
two parties. m/m 
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| STROMBERG-CARLSON 

A DIVISION OF GENERAL DYNAMICS CORPORATION 

1703 University Ave. @ Rochester 3, N. Y. 

j How can I speed up intercommunications? What will 

| your lease plan cost me? Please send a man to answer 

| these questions, survey my premises, and suggest a 

| system. No obligation. 

| 

| COMPANY .... 

ADDRESS .... 

| eeccoccseses 

| 

PERSON TO SEE .......... 

ee pe ee 
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Put all your people 
within arm’s reach 


... Without spending a penny 
of capital ! 


How soon can you get in touch with your produc- 
tion manager? Or bookkeeper? Or your whole staff, 
in an emergency? 

If it takes more than 15 seconds, your communica- 
tions needs to catch up with the tempo of your 
business. 


HOW ? 


Today, you can have a complete modern paging 
and/or intercommunications system—without spend- 
ing a penny of capital funds to buy it! 

On a unique lease arrangement, Stromberg-Carlson 
can tailor a sound system to meet your specific needs 
—from the simplest intercom telephone system to a 
huge intraplant broadcasting network. 


RELIABLE ? 


Famous Stromberg-Carlson equipment is already 
used by thousands of businesses, department stores, 
hospitals, schools, ocean liners, hotels—even the ob- 
servation car that takes you to the top of Pike’s Peak! 


Mail 
coupon 
today for 
FREE SURVEY 
of your needs. 














What management thinks of 


reading rack programs 


es Although 
now a commonly accepted device, is management 


reading racks are 


satisfied with its $3 million a year investment in 
them? A recent survey by Industrial Relations 
News reports that, of the firms having programs, 
85% replied that reading racks were “of distinct 
value” and “money well spent’. More specifical- 
ly, the survey indicates the particular areas where 
reading racks have proven valuable. 

The range of opinion lies between an oil com- 
pany’s “phenomenally successful”, and a manu- 
facturer’s report “doubtful if the expenditure is 
warranted”. Are the organizations which have 
had experience with these programs convinced 
of their worth, are they neutral, or do they feel 
reading racks are not worthwhile? In what way, 
if any, have these programs been beneficial to 
the companies which use them? To obtain an- 
swers to these questions, a questionnaire was 
asking the value of 
reading racks in a communications program. 

One personnel director said, on the value of 


sent to 3,000 companies, 


reading racks, “We installed our program not 
with the idea necessarily of receiving dividends 
on our investment, but with the idea of foster- 
ing good company relations, and providing in- 
teresting and educational reading material. To 
this end, I feel we have attained a certain de- 
gree of success.” 

The question of values deals with many in- 
tangible factors. Therefore, to obtain a clear-cut 
response, two separate questions were asked on 
this subject: one dealing with specific areas, the 
other, with the over-all results of the reading 
rack program. 

Perhaps the most important evidence of the 
value of reading racks was uncovered in re- 
sponse to this question of the over-all value of 
these programs. Respondents were asked if their 
investment in a reading rack program proved of 
doubtful value, distinct value, or of money well- 
spent for the company? 

The extremely favorable response to this ques- 
tion, with over 80% of the respondents indicat- 
ing the racks are worth their cost, is all the more 
impressive since most of them have had actual 
experience with the reading rack program for 
two or more years. m/m 











"l love my New Month/; 
record Credit File — 


/ find, file or post a 
Record in Seconds! 


’ My Boss is in better humor, too. 
Before | was on my feet as much 
—~ as at my desk” 











WASSELL_ROTOR-F ILE 
MUNTHLY PAYMENT RECORD CREDIT FILE 
give finger tip control of all records. 
Cards and correspondence or orders 
can be mixed. All records instantly 
available, 
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Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 
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with Veeder-Root 


VARY-TALLY j 


Rejects . . . inventories . . . sales by items... sizes... 

colors .. . work-assignments . . . prices . .. whenever you 

need to keep accurate count of details that would other- 
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Employment of Negro workers can help fill 


the shortage of skilled hands. Here's 


how several forward-thinking firms have 


overcome the obstacles that block recruitment. 
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es uring early February, 
three apparently unrelated news stories 
appeared on the financial pages of the 
nation’s newspapers. An aircraft manu- 
call for 1,000 en- 
gineers to start a new guided missile 


facturer put out a 


project. The president of a Midwestern 
manufacturing firm, in a speech, re- 
ported a critical shortage of skilled 
lathe operators. And, that same week, 
an Eastern insurance company disclosed 
it was purchasing an electronic compu- 
ter because of its inability to attract 
enough clerical workers. Put side by 





side, these three events add up to this— 
the country apparently hasn't enough 
skilled hands to move the wheels of an 
expanding economy. 

Resourceful businessmen have devel- 
oped “gimmicks” to attract workers. Re- 
cruiting has become an industry. Wages 
for technical jobs have sky-rocketed. In 
this scramble for good people, one rel- 
atively small group has made use of a 
vast untapped source of natural talent 
—the American Negro. The case of the 
Negro is unique. For despite the Eman- 
cipation Proclamation more than 90 








years ago, economic discrimination is 
still being practiced by the bulk of em- 
ployers who traditionally, hire Negroes 
for only unskilled work. 

Probably the immediate response by 
any one of these reluctant businessmen 
to a direct question “Why don’t you 
hire skilled Negro workers,’’ would be, 
“I would hire them tomorrow—if I 
could get away with it. But the rest of 
my employees would probably walk 
out.” He would probably point to the 
recent Supreme Court decision against 
educational segregation and the subse- 
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A Negro assistant engineer in the Development-Engi- 
neering Department of the Engineering Division of 
records data while his white co- 
workers operate a new piece of test equipment. 


OFFICE = PROFES- 
LEVEL = SIONAL 
= LEVEL 
Two clerical employees in the Personnel 
Department of Pitney-Bowes, Inc. cross 
check files. This department pioneered in- Pitney-Bowes, Inc. 
tegration in white collar functions. 
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ercussions through- 
out the sow evidence of the im- 
practicality of uftegration. And in a 
sense, he would be correct. 

Without judging the morals of this 
decision, however, the luxury of this 
approach is something business just can 
not afford. 

Elmo Roper, famous research expert, 
estimates that discrimination is respon- 
sible for a 30-billion dollar a year waste 
in manpower, morale, and production. 
Or, interpreted into more meaningful 
terms, discrimination wastes $10 out of 
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A Negro production worker works side- 
by-side with white workers on a tractor 
assembly line at the Louisville works of 
the International Harvester Company. 
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every $75. pay check issued. 

Nobody suggests that the problem of 
getting people of different races to work 
together in business can be handled in- 


discriminately. As many employers, who 
have gone through the process, will 
testify, there are deep-rooted sociologi- 
cal fears and prejudices to be reckoned 
with. There is an important group of 
problems to be ironed out such as re- 
cruitment, housing, feeding facilities, 
washroom facilities, and union coopera- 
tion. Later on, upgrading, training, and 
recreation become problems. 


The formula used by two companies. 

Even before taking an on-the-job in- 
tegration decision to the rank and file 
worker, management, itself, must first 
undergo the careful process of educa- 
tion and indoctrination. The first phase 
is right at the very top. Experience 
shows that the positive influence of top 
management is the most important 
factor of the process in successful cases. 

Next, the policy should be explained 
to all the persons in managerial, admin- 
istrative, and supervisory positions. 
Conferences should be arranged with 
these groups for frank discussion of the 
company’s policy. It is important that 
these people should be in a position to 
interpret the company’s _ policies. 
Equally important is the need for un- 
derstanding policy at a third level. 
Foremen, group leaders, and counselors, 
because of their frequent contact with 
employees, will assume much of the 
responsibility. 

Careful analysis and frank discussion 
of the day-to-day problems which arise 
in the plant, factory, or office provide 
excellent opportunities for clearing up 
troublesome situations. The personnel 
staff should also be prepared to carry 
out an on-the-job integration policy 
when interviewing job applicants. 

The next step is the announcement 
of the policy to the work force. Again, 
discretion is a necessary part of the 
process. There are agencies to help an 
employer get an integration policy roll- 
ing. The National Urban League, with 
60 offices throughout the nation, can 
provide guidance and advice accu- 
mulated through many years of integra- 
tion experience. 


The International Harvester Story 
On-the-job integration can be accom- 





plished successfully even in areas where 
prejudice is strongest. One of the most 
carefully documented cases took place 
in two southern plants of the Inter- 
national Harvester Company. These 
plants are at Louisville, Ky., and 
Memphis, Tenn. 

The company began operations in 
both shortly after World War II. At 
Louisville, in 1946, only 4.2% of the 
employees were Negroes. By 1950, the 
figure had risen to 14.1%. At Memphis, 
during the same period the figure rose 
from 12.2% to 23.1%. The percentage 
for all International Harvester plants 
increased from 10.5% to 12.8% in that 
period of time. 

More important, by the end of 1950, 
about two thirds of the Negro employ- 
ees at the Memphis plant, and more 
than two fifths at Louisville, held jobs 
above the unskilled level, traditionally 
designated for Negroes in these par- 
ticular communities. 

Since progress in the utilization of 
Negroes has been concentrated in the 
semi-skilled category, and the policy of 
the company is to fill such jobs by up- 
grading, the extent of Negro upgrading 
is important. At Louisville, 235 of 906 
Negroes, or 25.9% were upgraded in 
1950. At Memphis 112 of 633, or 17.7% 
were raised. 

How the policy is implemented 

The Harvester Company’s technique 
involves a mixture of persuasion, edu- 
cation and persistence. Top manage- 
ment has never felt that the proclama- 
tion of a policy in a community and to 
each new employee would bring that 
policy into reality but, the strategy is 
definitely not one of temporizing. ‘Top 
management has backed up its deter- 
mination to afford equal economic op- 
portunity to employees regardless of 
race, creed, or color. The company has 
not advocated any form of social in- 
tegration. It has felt that question be- 
longs to other agencies, and that it is 
concerned only with its employees and 
their jobs. 

One important phase of implementa- 
tion involves the program of changing 
basic attitudes. This requires basic edu- 
cation at all levels, the changing of 
individual attitudes, and the fortifica- 
tion of emotional reactions with a back- 
ground of objective facts. Another 
integral part of the method is the 
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formal reporting procedure which 
stimulates additional improvement. 

Control is at the local managerial 
level. Each works manager has an in- 
dustrial relations manager and a train- 
ing director reporting progress directly 
to him. But, as in most difficult long- 
range programs, a momentary set of 
circumstances often creates the oppor- 
tunity for an important change. For 
example, when the locker rooms and 
toilet facilities were constructed at the 
Louisville works by another company 
which operated it in wartime, they were 
built only to meet current needs. No 
effort was made to anticipate accom- 
modating any large number of Negro 
employees. As total employment ex- 
panded under Harvester, the imprac- 
tibility of separate plant facilities was 
demonstrated by sheer inconvenience to 
employees. The non-discrimination 
clauses in union-management contracts 
gave support to company policy. Con- 
sequently, separate locker and _ toilet 
facilities at the plant have almost en- 
tirely disappeared through the initia- 
tive of employees themselves. The 
previous tenant of the Louisville plant 
also had rigidly maintained segregated 
cafeteria facilities. When International 
Harvester took over, it was decided to 
continue the separate cafeteria facil- 
ities in order not to alienate the com- 
munity resources upon which the plant 
had to rely. Since that time however, 
the physical separation has been con- 
ciously and deliberately broken down 
by employees using the cafeteria. 

First, a wall separating Negroes from 
whites was cut from ceiling height to a 
less conspicuous five-foot barrier. Later, 
as employment expanded and facilities 
became more crowded, white workers 
moved toward the Negro group because 
their own cafeteria facilities were full. 
Union-management committees began 
to hold meetings at the regular lunch 
hour on the white side of the cafeteria, 
and Negro members thus ate outside 
the Negro area. During overtime hours 
when there were too few workers to 
warrant operating two steam tables, the 
steam table on the white side of the 
cafeteria was operated and Negroes and 
whites used the single facility. 

One industrial relations manager has 
said that in changing plant practices, 
much depends on the ability of the in- 
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tion’s Caldwell Propeller Division. Spin- 
ning at speeds up to 1200 RPM, with 
carefully calibrated weights attached in- 
stead of propeller blades, the propeller 
is subjected to radical blade pitch and 
speed changes. 

The reason for these grueling tests? 
To study the response characteristics 
and durability of the mechanism which 
adjusts the propeller-blade pitch to the 
proper angle for any ground or flight 
condition. 

To record the desired parameters, 
such as torque, voltage, current, and the 
motion of various components, electri- 
cal impulses are sent to a machine called 
an oscillograph — where fine beams of 
light photographically trace data on a 
moving roll of Du Pont Lino-Writ re- 
cording paper. After the paper is devel- 
oped, the traces are analyzed by Curtiss- 
Wright engineers to determine the effec- 
tiveness of the components under test. 

Du Pont makes three speeds of oscil- 














lographic recording papers to help engi- 
neers in their battle against destructive 
vibration and stress. Du Pont Lino-Writ 
can be used for many applications — 
from analysis of gases to checking per- 
formance of railway freight cars. If 
you’d like more information on these 
helpful Du Pont engineering tools or 
other products shown, just mail the 
coupon below. 
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pitch change mechanisms. Every parameter is 
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dividual Negro to “‘sell himself’ to the 


majority. As an example, he cited the 
case of a Negro janitor who was in 
charge of the locker room and toilets 
used solely by a group of highly skilled 
The closest Negro toilet 


facilities were a long distance from his 


white workers. 
post; thus he asked whether he was re- 
was suggested 
but not 


quired to go so far. It 
that he use the white facilities, 
when they were crowded. By a tactful 
beginning this employee avoided ad- 
verse reactions trom the ada- 
mantly opposed to the principle of 


single toilet facilities, and other Negroes 


group 


are now sharing them. 


Upgrading and transfer 
During 1950, the upgrading of Ne- 
groes at the Louisville and Memphis 


works was better than 25°. This was 
16.8% 


for all International Harvester plants. 


considerably above the recorded 
One probable reason for this greater 


rate was the amount of inequality 
which existed before. Despite this very 
good rate of upgrading, this area re- 
most difficult, 


racial tension is brought 


mains one of the and 
much of the 
about by it. For example, during 1948, 
at the Memphis works, a Negro grinder 
was employed in the machine shop. He 
was assigned to work beside a white drill 
press operator passing along materials 
to him. After 
week, .the 


working together for a 
white worker became angry 
and said he would not work beside the 
Negro. Following his refusal to work, 
other workers left their jobs until the 
whole plant, with the exception of the 
foundry, was stopped by an unauthor- 
ized strike. The 
ficially of a violation of contract and it 
gave firm support to management in its 
efforts to get the workers back to work. 

After 


operations were resumed. 


union was advised of- 


a two day stoppage the plant 
All workers 
returned to their former positions-- 
including the two in question. Directly 
the Negro grinder 


job in the same de- 


after this incident, 
requested another 
partment but removed from the white 
worker who precipitated the difficulty. 
In a second case which occurred 
another International Harvester works, 
Negro helper in the press room was 
promoted by his foreman to presswork. 
At about 11:00 A.M. he was assigned 
to a press with a white employee for 
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After lunch the other 
pressmen would not return to their jobs. 

“Didn't the 
discrimination policy when you were 


the 


“breaking in.” 


you understand non- 


hired?” these men were asked by 
management. 
“Yes, 


apply to our department,” 


but we didn’t think it would 
the workers 
said; or “we thought Negroes would 
have their own departments.” 

To overcome this problem, manage- 
ment restated and explained carefully 
its non-discrimination policy to the 
workers. ‘They were given some time to 
think the 


all except one returned to the job. 


matter over, and eventually 


Perhaps the most difficulty arises 
when a Negro is placed in a position in 
which he will supervise the work of 


white employees. This situation came 
about at the Louisville plant where the 
Harding Williams Company, a catering 
concern, operates the eating facilities. 
A Negro employee of Harding Williams 
rank of 


to that of chef exclusively on the basis 


rose from. the dishwasher 


of demonstrated superiority. This em- 
ployee started as a dishwasher at $30 a 
week, and after about two years he was 
promoted to supervisor of the dish- 


washers. About a year later, when the 
white chef got drunk and could not 


perform his duties, the Negro filled in. 
His performance so impressed the cafe- 
teria manager that he was hired to cook 
Saturdays on an overtime basis, while 
performing his duties as dishwashe) 
supervisor during the remainder of the 
week. Meanwhile the chef was progres- 
sively deteriorating in the performance 
of his duties, and the Negro was re- 
quired to perform supervisory functions. 

Finally, the manager called all the 
white kitchen employees together and 
stated that the arrangement was not 
working well. He told them of his in- 
tention to place the Negro in charge ol 
the kitchen, and warned them that any 
resistance to this move would cost them 
their 
ployees unanimously approved of the 


jobs. To his surprise the em- 
action, and went so far as to say that 
the promotion was long overdue. ‘The 
Negro subsequently took over and has 
been operating the kitchen at an efh- 
ciency previously unknown. 

Since the formal survey of its policy 
opportunity 


of equal economic was 


conducted in 1950, International Har- 
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vester has increased in number of em- 
ployees from under 80,000 to more than 
95,000. At the same time, the policy has 
gone ahead despite some setbacks and 
discouragements. For example, a_re- 
port made only two months ago on the 
Memphis plant reveals that 484 of the 
2,107 employees were Negroes and only 
105 were in the unskilled category. 


Integration at Pitney-Bowes 


The story of the Fair Employment 
Program at Pitney-Bowes, Inc., began 
during the war years. In 1946, well 
before FEPC employment legislation 
was enacted, the company employed its 
first Negro white collar worker. The 
company is located in a medium sized 
industrial city, Stamford, Connecticut, 
which is within the New York orbit. 
It suffers from the effects of prejudice 
to neither a greater nor lesser extent 
than any northeast community. But, 
like most other plants, Pitney-Bowes 
had almost automatically restricted Ne- 
gro employment opportunities to un- 
skilled work such as shop maintenance 
and trucking until management made 
its decision to make skilled work op- 
portunities available to the Negro mi- 
nority. 

The decision to integrate was the 
outgrowth of management’s deep belief 
that there is no inconsistency between 
the accepted goals of a business enter- 
prise and the social goals of human 
equality and community leadership. 
Che integration program began at the 
point when management realized that 
it was meeting only part of its com- 
munity obligation by tacitly following 
the custom of limiting opportunities 
to the Negro. 


How it started 


Since Pitney-Bowes is predominately 
a manufacturing operation, the first 
step was to fill some machine, assembly, 
and other skilled or semi-skilled jobs 
with Negroes. Though management was 
prepared for a violent action to thus 
integration, it never came. The new 
workers were accepted calmly and with- 
out much comment. Rumors circulated 
among the employees that management 
would weed out white workers replac- 
ing them with Negroes who would work 
for less money. Management ignored 
this rumor and continued instead to 
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add other skilled Negroes at good going 
pay rates. 

In 1946, the company felt it had 
reached a point where Negroes should 
be employed in office departments. Be- 
cause of the traditional importance of 
“status” to white collar workers, and 
the assumption that social taboos would 
influence them to a much greater de- 
gree, the company chose the first Negro 
girl very carefully, on the basis of inter- 
views and aptitude tests. She was as- 
signed to the personnel department, 
partly because this would indicate of- 
ficial company endorsement, and partly 
because the personne] staff was intim- 
ately acquainted with the program and 
understood what the company was 
trying to do. Before the new clerk 
started work, a company official talked 
with each of the girls in the department 
and asked for their help. She was given 
a friendly welcome; and on her first day 
on the job she was taken to lunch by 
the secretary of a company executive. 
During the first crucial weeks the whole 
staff was encouraged to accept her as a 
member of the group. 

She was also prepared before she 
went to work. She was advised of the 
rebuffs that she might receive. She was 
told, too. how important her own be- 
havior would he in assuring full accep- 
tance. ‘They emphasized the poise and 
self restraint she should show. 


No open opposition 


Again, in this case, there was no open 
opposition. A few resentful remarks 
were picked up indirectly from girls in 
allied departments. After a few weeks, 
the remarks not only ceased, but at least 
one of the critics had become an enthu- 
siastic booster of the new employee. Her 
work was better than that of her white 
predecessor; and her personality won 
her friendships which have lasted until 
now, nearly ten years later. She has 
advanced to a responsible job which 
calls for continual employee contacts in 
the administration of group insurance 
plans and a variety of other personnel 
functions in the office. 

The second placement, a few months 
after the first, was made in the clerical 
staff of the engineering department. 
Several months later, another girl, was 
hired for one of the manufacturing di- 
vision offices. Since then, many more 
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WORKSHOP 





FOR 
MANAGEMENT the all 
new 1956 
edition 


WORKSHOP FOR MANAGEMENT 


Use this new book to see how 
more than thirty top executives 
and management consultants 
save time, money, and personnel 
with electronic office systems. 
Each method, each application 
has been proved in practice. You 
learn exactly how to get the re- 
sults—how to eliminate the mis- 
takes that other companies ex- 
perience in their own electronic 
office operations. 

From “giant brains” to the 
smaller electronic systems — 
WORKSHOP FOR MANAGE- 
MENT gives you ready-to-use 
information that gets most ef- 
fective use from_ electronic 
equipment like UNIVAC, BIZ- 
MAC, IBM 650, and the BUR- 
ROUGHS E101. 


Partial Listing of Contents 

% How to get maximum savings 
with electronic office equipment 

% How to organize your company 
for an electronics operation 

*% How to speed up effective use of 
electronic office procedure 

% What to expect in performance 
from electronic office systems 

* How to staff for electronic office 
operations 

% How to solve the personnel 
problems involved in using of- 
fice electronics 


SEND FOR YOUR FREE 
EXAMINATION COPY TODAY 


Use coupon below 


MANAGEMENT PUBLISHING CORP. 
Suite A-20, 22 West Putnam Avenue, 
Greenwich, Connecticut 
Please send me, for a 5 day FREE 
EXAMINATION, a copy of ‘‘Workshop 
for Management.”’ Within 5 days I will 
either send payment for $19, or return 

the book without obligation. 


MAY 1956 











Negro office workers have been hired. 
Allowing for the normal turnover of all 
employees, Negroes have been repre- 
sented one or more times in about all 
of the office departments. 


The over-all picture 


Over the years, Pitney-Bowes has em- 
ployed Negroes as production and re- 
pair machinists, assemblers, and stock 
clerks. Others fill jobs in maintenance, 
production, dispatching, or toolmaking. 
There is a time keeper, several sales rec- 
ords clerks, a key punch operator, and a 
payroll clerk. Other girls fill clerical or 
typing jobs in functions such as dupli- 
cating, advertising insurance, and ac- 
counting. Negro men have been em- 
ployed in engineering, cost accounting, 
or for central services functions. A Ne- 
gro sells Pitney-Bowes equipment in a 
New York city territory. 

Upgrading, according to company of- 
ficials, has not been a problem, nor 
lias the personnel department had to 
promote the cause of a deserving Negro 
employee to any greater extent than 
that of a white employee. Many Ne- 
groes have moved up to better classifica- 
tions 


within their departments and 


strictly because of merit. 


The course of integration 


Progress in the solution of the inte- 
gration problem has been slow, but it 
Where it has 
been 


has been substantial. 


been tried, it has successful 
and been ex- 


panded. The Radio Corporation of 


eventually it has 


America, for example, began its pro- 
gram at one plant in 1941. Since then 
it has instituted similar programs at 
each of its plants. In recent years, inte- 
gration has been advanced to the execu- 
tive level. Many companies, such as the 
R. H. Macy Company and Carson Pirie 
Scott & Co., have included young and 
promising Negroes in their executive 
training programs. Though still iso- 
lated, these advances are significant. m/m 
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POWER,INC. 
for TRAINED TEMPORARY REPLACEMENTS: 


TYPISTS—STENOS 
OFFICE WORKERS 


Use our bonded, insured 
employees for any length of 
time from 4 hours, to a day, 
a week, or longer at low 
hourly rates. 


We are not an employment 
agency 


CALL THE BRANCH OFFICE YOUR CITY 


 manpower,ine. 


Home Office 
330 West Kilbourn Avenue 
Milwaukee 3, Wisconsin 


OVER 70 OFFICES COAST-TO-COAST 
(Circle 585 for more information) 


. pleased! 


‘ 
ALUMINEASE 
Cramer” stute chaits 


Wonderfully comfortable, at home in 
the smartest surroundings, and made 
for such very long service that 

they actually cost LESS per year of 
use! Phone your Cramer dealer or use 
coupon below for free demonstration 

at your convenience. 


ENGINEERED --- not just “built” 


{—Spring-mounted foam-filled back rest. 
4—Easy seat height and 
back adjustments. 


5—Wide choice of easy- 
to-remove fabric covers. 
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2—Exclusive patented 
foam-filled seat cushion, 
3—Free-moving swivel ; 
can't wobble or stick. 





gcnAn POSTURE CHAIR CO., Kansas City 6, Mo. 


Please arrange a free demonstration of 











| Aluminease chairs in my office. 
; Name Si RSS NSS SS 
i Address__— 
1 DEPT. MM ——— 
POSTURE CHAIR CO., INC. ! 


(Circle 567 for more information) 
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CAN EXPAND 
OVERSEAS SALES 


Modern management knows that 
AIR MOVEMENT CAN OFTEN 
BE CHEAPER THAN OCEAN 
... that it gains good will and 
puts thousands of dollars in 
customers’ hands for added sales. 


Improve your competitive 
position overseas. Send for 
‘“‘Water on the Brain,” the folder 
in which Air Express Inter- 
national shows how ON JUST 
ONE SHIPMENT valued at 
$17,190 from New York to 
Caracas, Venezuela, conversion 
from ocean to air SAVED 9 
DAYS’ DELIVERY TIME AND 
$2,306.46! 


Learn how you can save 
thousands of dollars for yourself 
... for customers abroad. Get 
your copy of “Water on the 
Brain.” Send in this coupon 


TODAY! 


Ask about AEI's Golden 
Rocket Service — fastest 
across the North Atlantic — 
with next day arrival in 
Europe! 


Comparison of Shipping Costs 
OCEAN vs. AIR 


New York to 


OCEAN AIR VIA AEl 


1c a Venezuela 


$5641.37 
5 days 


Y r raa 
otal Unarges 


tal Time in Transit 


$7947.83 
2 weeks 


d 
st one shipment. . . this shipper save 
oo DAYS’ DELIVERY TIME AND $2,306.46 





— 


AIR EXPRESS 


INTERNATIONAL CORP. 
90 Broad St., New York 4 « BO 9-0200 


The world’s first Air Express International Network 
—not affiliated with any other air express company. 














1 i 

| Air Express International Corp. | 

| 90 Broad St., New York 4, N. Y. cd 

I Gentlemen: | | 

I Send me the following — 4 
} 

| ( “Water on the Brain” Folder | | 

| () Golden Rocket Folder { 

[] Other FREE Literature 

| | 

| Name Position - § 

| Firm Name { 

| Address. | 

| City. Zone State | 

| WMS fe 


(Circle 556 for more information) 


HUMAN RELATIONS 





EDITOR’S NOTE: Unfortunately, much of 
the social research in human behavior ts 


being done by groups working independ- 
ently of one another. Significant facts are 
often buried in long and highly technical 
reports. In adition, many of the researchers 
are reluctant to have their findings “popu- 
larized” by untrained observers who may 
distort them. With these facts in mind, we 
have arranged with Dr. Donald A. Laird, 
an Industrial Psychologist, to collect and 
author this series of Human Research 
Studies. Dr. Laird was formerly head of the 
Psychology Department at Colgate Psycho- 
logical Laboratory, and Director of the Ayer 
Foundation for Consumer Analysis. The 
numbers that appear in parentheses refer 
to source material texts. These are listed 


numerically under “Bibliography” — on 
page 40. 
met) today’s = complex 


difficult to 
credit such things as morale, output, o1 


world, it’s increasingly 
even ideas, to any one person. The in- 
dividual’s productivity is so often inter- 
locked with the efficiency of his work 
crew, that even his own flashes of bril- 
liance can sometimes be attributed to 
the unit, as a whole. 

In the last “capsule report’’ (see page 
March, 


1956) we discussed how to motivate 


32, MANAGEMENT METHODS, 
groups to set and work toward man- 
agement-approved goals. A concurrent 
concern is how to nurture the types of 
groups that best lend themselves to such 
motivation. 

What is the ideal group from the 
management’s point of view? Scientists 
describe it as a cohesive unit in which 
individuals are welded into harmo- 
nious, efficient, working teams. As the 
case histories below will demonstrate, 
their output is high, work habits are 
good, and absenteeism is low. 

Although sociability is often a hall- 
mark of the cohesive group, it doesn’t 
necessarily consist of amiable, after- 
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Why people cooperate 


Ban 


hours bowling teams. Essentially, mem- 
bers of such groups are: 

1. Personally attracted to each 
other. 
2. Interested enough in the group’s 
activities to develop a zeal for 
shared tasks in their work. 





A study at a metropolitan power and light company revealed that men 
in offices with the fewest absences felt that their groups were good at 
“sticking together’ (3). In offices with the highest absenteeism, only 
1/3 of the men commented iavorably on team spirit. Similarly, among 
the firm's blue-collar workers, absences were fewest where the men felt 
they were accepted by their work groups. 

Further study showed that the men's absence rate also depended upon 
the style of the immediate boss, and the human climate he set. In other 
words the ‘good’ boss and the cohesive group are related. 


--CASE 1: ABSENTEEISM ------- ------------ ---------- ----------- 


3. Aware of their need to cooperate 

with each other in order to reach 

common goals. 

In short, the description closely re- 
sembles the “solidarity” unions very 
often talk about. 


How does a group get to be cohesive? 
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Pretty little thing...and 
: a big postage saver! 


e Now even the smallest office can have a 
precision mailing scale that saves postage costs 
and speeds mailing. 

e This handsome new model 4900 computes 
postage from % ounce to 1 pound—for 
all classes of mail. Its handy 
cylindrical chart permits 
swift, safe rating of 
letters and small parcels, 
including air mail. 
Prevents loss of postage 
through overpayment, 
and loss of good will 
through underpayment 
(with resulting “postage dues”). The 4900 can 
be a real saver of time and money in your office! 
e Four larger models include a parcel post scale 
up to 70 Ibs. Ask your nearest PB office to show 
you—or write for free illustrated booklet. 


vr 


in business 
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| 

| FREE: Handy desk or wall chart 
of Postal Rates, with parcel 
post map and zone finder. 


Mailing Scales 


Pitney-Bowes, Inc., 4584 Walnut St., Stamford, Conn. 


Made by the originators of the postage meter 


... Offices in 94 cities in U.S. and Canada 
(Circle 594 for more information) 
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when you need 
a filed paper 
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All clerks of a large financial institution enjoyed the same free lunches, 
recreational facilities, etc. Yet some offices had conspicuously higher out- 
put records, and these girls took pride in the fact. Each clerk voluntarily 
helped another upon finishing her own work. 

Did these groups like the work better . . . expect more pay... con- 
sider their jobs more important than the other groups? No. Analyzed by 


the Survey Research Center, the high output groups had one thing in 





common: employee-centered bosses who saw the workers’ side of things, Who’s Got That . aay . ' 
not just the company's (4). ; 9 You'll find it faster with 
Jones Estimate? | 


Incidentally, the girls in the low output groups were more active in 


recreational activities. They also submitted more suggestions, possibly 
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Certainly not by merely being together. Realizes that “coordinating” 


Unless the individuals have some affn- more than routing the flow 


ity for each other, they'll have no more 


work, that it’s integrating individ- 


team spirit than a group waiting at a 
bus stop. The cohesive ingredient isn’t 
chemical, either. It can be manutfac- 
tured by the wise executive who: 
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uals into a force that pulls to- 
gether all the time. 
Uses indirect methods to promote 


the cooperative spirit. Cohesiveness 


| 


Tearing the hair only makes for ulcers. 
Keep your papers filed the Acco way and 
stay happy. Your estimates, orders, cor- 
respondence, invoices —all your business 
records —are always where you want them, 
when you want them, when you use Acco- 
press Binders or Accobind 
Folders in your files. Made 
of durable pressboard (choice 
of 5 colors) to last and last. 
Loose-leaf binding at a low 
price. Sizes to fit all your 


| 
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PENDAFLEX* 
HANGING 
FOLDERS 

Desk Drawer File contains 25 Pendaflex 


hanging folders. Changes desk data 
reference from so slow to quick pick! 























needs—and to bind from a g Clip coupon for catalog, name of dealer 
single sheet to a six inch pile. ioe 
Acco equip your files now. 2 gy edited oe -~ — : 
Ask your stationer. a OR TERR, RSSR Lay, Fy V- 8 
@ Name a 
ACCO PRODUCTS, Ine. © address . 
Ogdensburg, N. Y. | © City, State. ® 
£ 


In Canada: Acco Canadian Co., Ltd., Toronto 


(Circle 551 for more information) (Circle 592 for more information) 


37 











recorded by Filmsort! 


A Vital 


Statistic...7 


The System that 
Activates Microfilmed 
Records... 


BIRTHS, marriages, deaths — all the 
vital records pertaining to the entire 
population of one of our Eastern 
states are recorded on microfilm, 
mounted in Filmsort Aperture cards. 
These are documents which must be 
part of a permanent, yet easily ac- 
cessible file, incorporated in this most 
modern of records systems. 





The actual record in this vital 
statistics applica- 

id tion is filmed on 

@2 35mm microfilm. 

The film is then permanently mount- 
ed into electric accounting machine 





cards processed by Filmsort. Identi- 
fying data is punched into the cards 
so that they can be machine sorted 
and any given document located in 
seconds. This system of combining 
the actual record in film form with 
the means of locating that record, 
achieves both condensation of the 
files and complete accessibility. 


The Filmsort system as applied to 
vital statistics records is simply one 
variation of a completely versatile 
method for the mechanized handling 
of active, large volume records. For 
engineering drawings, personnel 
records, hospital case histories — any 
active records needs — Filmsort offers 
the means of providing the space 
economy of microfilm combined 
with standard card filing systems. 


Unitized Microfilm Equipment—Supplies—plus Service 





l® 


FILMSORT DIVISION 
DEXTER FOLDER COMPANY 


Pearl River, New York 


(Circle 573 for more information) 
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Fifty men, all high school graduates, were set to work in teams of 
five, once a week for five weeks. Their goals: to solve (for them) work- 
aday problems in mathematics and human relations. 

Half were told at the start that the teams producing the best answers 
would be rewarded; the others were baited with personal glory. Their 
interactions, gestures, facial expressions, conversations, etc., were re- 
corded in detail. 

Results: group-motivated men functioned as teams, had more inter- 
actions, got to know their fellows better (social scientists regard crew 
members learning each other's names as a good index of cohesiveness). 
Although no more capable than the others, their decisions were rated 
higher in quality—188 index points ahead of the ‘‘every-man-for-himself" 
squads. The cooperators were also 148 points ahead in understanding 
of problems, and their increased effectiveness after five weeks was 132 
points higher than the individualists. 

Higher quality was attributed to greater interchange of ideas within 
the cohesive groups. Their working methods were better because they 
organized themselves to avoid work duplications. This contrasted with 
the individualists who were ahead 225 points in desire to excel over 
others, but whose efforts as a team were scattered and haphazard (5). 

Moral: A fairly homogeneous group can be launched in opposite di- 
rections if leadership knows how to motivate them. 
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won't emerge from ‘“one-happy- 
family” maxims delivered in person 
or on posters (1), nor under the 
boss who plays one man against 
another. It’s far more likely to 
blossom under the boss who cre- 


ates the kind of work situation 
which sparks cooperation rather 
than competition. Perfect example 
of an indirect technique: group 
thinks (see “How to handle a 
group think,” May, 1955). 


(Cont. page 40.) 
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SOME BASIC FACTS ABOUT COHESIVENESS -..------- 


A CLASSIC DEMONSTRATION of the social and mental forces that build group 
cohesiveness was made with a group of 12-year-old boys in a secluded camp pro- 
vided by the Yale department of psychology. The boys were unwitting guinea pigs, 
didn't even know that their caretaker was Dr. Muzafer Sherif, the chief psychologist 
(6, Chapters 9-10). Here's how the experience can be related to adult, business 


situations. 


Boys 


1. Propinquity: The boys were strangers 
to each other at the start, but were imme- 
diately divided into two groups, setting off 
interactions from sheer physical contact. 


Business 


Strangers are put to work in a room sepa- 
rated from other work groups—an open- 
ing wedge for group spirit. 





2. Common goals: Each group decided 
on its own decorations, arrangements, etc., 
and set to work feverishly. 
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Employees are not as likely to make their 
own basic work decisions. Nevertheless, 
when a member’s inclinations run counter 
to the group’s common goal or predomi- 
nant activity, he’s likely to lag, then leave 
at the earliest opportunity. The group 
usually manages to provide that opportu- 
nity for him (7). 





3. Organization and leadership: Within a 
few hours after arrival, the boys began 
spontaneously to pool efforts, organize 
duties, notice members’ special aptitudes 
and make niches for the “experts.” Leaders 
quickly emerged within each group. 


While organization and leadership are fixed, 
cohesiveness in work groups is most likely 
to occur when the boss is a “one-of-us” 
type who meets group expectations of how 
he should perform (8). 





4. Group symbols: Nicknames, special jar- 
gon, secrets, and distinctive caps and shirts 
appeared as each group grew proud of its 
own individual identity. 
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Cohesive industrial groups develop their 
own vocabularies which are all but incom- 
prehensible to other departments. For ex- 
ample, railroaders’ work clothes are their 
trade marks as are painters’ whites. Even 
blue-collar and white-collar are group sym- 
bols, as is the size of desk, carpeted floor, 
and other minutia. It’s a good sign of 
cohesiveness when groups want distinctive 
symbols of their own (9). 





5. Natural enemies: Each group came 
quickly to regard the other as natural rivals 
and tended, as a result, to hold together 
more firmly (10, 11, 12). 
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One department often sees another as a 
natural enemy. If a leader is dogmatic, he 
may be the menace. When the natural 
enemy can be identified as the competitor 
outside the gates, a company increases the 
cohesiveness of the entire organization (13, 
chapters 23-24). 





6. Liking: Members grew more attractive 
to each other as the group took form. 
Conversely, old friendships soon faded be- 
tween members of rival groups. 
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Obviously employment interviewers can’t 
pick only agreeable personalities. However, 
there is a reciprocal relationship between 
cohesion and attraction. Cohesion comes 
easiest when individuals are mutually at- 
tractive, but as cohesion develops, people 
who had not seemed attractive, become so 
(7, 14, 15, 16); 
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Here’s why more and more of 
America’s Industrial Plants are buying 


alumet 


Photographic Processing 
Equipment 





FREE CATALOGUE AND DARKROOM PLANNING HANDBOOK 
“NEW LIGHT ON DARKROOMS" 
... AND VISIT CALUMET’S MODERN DARKROOMS IN CHICAGO 














alumet Manufacturing Company 


DEPT.R 6550 North Clark Street, Chicago 26, Illinois 


Manufacturers of Cameras, Photographic Processing, Studio and Laboratory Equipment 


(Circle 628 for more information) 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—NO. 17 IN A SERIES 


Snapping pictures of snapshot envelopes with a 
Recordak Junior Microfilmer cuts the: photofinisher’s 
bookkeeping costs as much as 85% .. . helps him build 
business through faster service. 


Before the photofinisher can forward your snapshots, he 
must make a record of the information on the envelope— 
your name and the agent’s, and the processing charges. 

This doesn’t look like a tedious hand-copying job—when 
you look at one envelope. But each day there are hundreds, 
thousands. An expensive bookkeeping setup used to be 
necessary 
be avoided. 


transcription errors and delays couldn’t 


Now, with a low-cost Recordak Junior Microfilmer, the 
photofinisher gets a completely accurate record by simply 
pressing a button—40 envelopes photographed in just one 


FREE .. .“Short Cuts 
That Save Millions” 


Shows how routines like 
yours have been simplified in 


thousands of companies... 
Name 






“Snapping” the envelope 
| speeds snapshots to you 


minute. And an adding machine listing of the per-envelope 
charges now serves as his bill... goes along with each 
completed order. 

Lots of other advantages, too. Savings in filing space are 
98%. Reference is much faster—films are checked on read- 
ing screen of the Recordak Junior Microfilmer. 

Only another example, this, of the way Recordak Micro- 
filming ts simplifying routines for move than 100 different types 
of business . . . thousands of concerns. “Recordak” is a trademark 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
and its application to business routines 


RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
415 Madison Avenue, New York 17, N. Y. F-5 


Gentlemen: Please send free copy of “Short Cuts That Save Millions.” 


Position 





how Recordak Microfilmers are 
designed for all requirements 








... give you up to 80 pictures Company 
for l¢. Must reading for 


every businessman. pireet_.._. 





City tate. 





(Circle 597 for more information) 
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The fact that many bosses miss the 
mark by miles is demonstrated in a 
typical study of 742 office clerks in an 
$11 billion company (2). Asked what 
they liked best about the firm, they 
named hours, congenial people in their 
work group, and benefits, in that order. 
Yet when their bosses were polled on 
what they considered to be the clerks’ 
preferences, they mentioned hours, 
working conditions, security, salary 
everything but congenial workers, al- 


though it had been cited by 22°% of the 


employees. 

How does management influence 
groups, and how does it benefit from 
the cohesive ones? The three case his- 
tories presented demonstrate the meth- 
ods and the results. 
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Branch inventory 
insurance 


How to solve the dilemma of Under/Over coverage 


and get the most from your premium dollar 


by A. L. Hollenbeck, Secretary 


Agricultural and Empire State Insurance Companies 


mu large tool company 
has steadily off-plant 


properties until it now owns or leases 35 


increased its 


service depots, 11 factory branch ware- 
houses, 7 regional sales offices, and 4 
small assembly plants. ‘The total value 
of products, promotional material, and 
other movable goods at these installa- 
tions averages five and a half million 
dollars, and fluctuates seasonally from 
three million dollars, to approximately 
nine million dollars. 

An examination of insurance cover- 
ing these scattered inventories revealed 
that, although the company was paying 
out more than enough in total pre- 
miums, a number of specific locations 
were under-insured. 

At peak periods, this under insurance 
ran as high as 709%. Also many probable 


perils were not included in the coverage. 

The ideal answer to this manufactur- 
er’s problem is a centralized Branch 
Inventory Insurance program. Based on 
a monthly reporting form policy, it 
covers the usually uninsured losses and 
reduces premiums. 


How inventory is covered 


Under Branch Inventory Insurance, a 
company’s total stock in the main plant 
and at all outside locations is covered 
by a single policy. A top limit of lia- 
bility is agreed upon, allowing for any 
expected increase in inventory. A 
monthly report on the stock at all 
branches is sent to the insurance com- 
pany. This report establishes just how 
much coverage is necessary at each 
branch during any given month. 


(Next page, please) 
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Work savings alone pay 
ROL-DEX cost in less than 


one year for airline 





The illustration shows an agent in the reservations section of a large national air- 
line, checking reservations at a Rol-Dex unit. The flexibility of the unit permits: 
from one to twelve agents to work the unit at one time, according to the work load. 


When standard equipment could no longer meet the needs of this 


| airline, ROL-DEX designed a special unit to do the job which: 


@ Doubled the filing capacity in less floor space 
Reduced error 

Eliminated lost cards 

Provided excellent expansion potential 
Decreased filing time 


To top off these advantages, ROL-DEX paid for itself in work sav- 
ings alone, in less than a year’s time! 


Send for more information about this and 
other Rol-Dex installations 
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WATSON MANUFACTURING CO., Inc. : 
Rol-Dex Division, Dept. E-6 F 
; Jamestown, New York 4 
Please send me intormation about ROL-DEX and TRANS-DEX record units 
CRIIOIE iss enrcisntnicnonsasescitiaiesinacstsendorcgsionrcmremiamnnadataadaman , 
: ten gs ciccicvcivaciocvcavsvsonsenjionssdon AstNe UE MMM slee uve evasie e ’ 
: Street ..... RE me 
. ite. dita TP 
uw 


WATSON (established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 


(Circle 619 for more information) 
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Two ways a piled-up desk can ruin your 

fishing fun...or any vacation. Delay your going 

or nag you unmercifully after you get there. 

Happily, there’s one way you can prevent both. Get your 
desk cleared daily on time. Slip that little green disc 

on SoundScriber. Dictate your reports, memos, important 
paper work...and talk your troubles away. 

Five o’clock... your mind and desk are free and clear. 
For business peace-of-mind, call or write 

for a demonstration or additional information to: 

The SoundScriber Corp., Dept. M-5, 

New Haven Q, Conn. 


Only SoundScriber has all these 
time and tension-saving features: 


e On-the-Disc Instructions 

e Two-Arm Flexibility 

e 50% Fewer Motions 

e Adjustable Quick Review 

e Discs played at Standard 33% rpm 

e Three Disc Sizes: Dictating (GO min.), 
Mail Chute (15 min.), Memo (8 min.) 
e Built-in Interview Recording 





NEW! TYCOON 56 
See it now! 


DICTATING EQUIPMENT 
Trade Mork 


(Circle 605 for more information) 
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BRANCH INVENTORY INSURANCE continued 


The payments are not monthly. In- 
stead, they are estimated at the begin- 
ning of the year, in much the same 
manner as an estimated tax return. 

Quarterly reports are permitted, with 
values at each location given in the 
first, fourth, eighth, and twelfth months. 
During the intervening months, a total 
value for all locations may be reported 
to the insurance company. The latest 
rules adopted offer further advantages 
to companies with 10 or more locations. 


Benefits of the program 


Branch Inventory Insurance auto- 
matically puts an end to the problem 
of over-insurance and under-insurance. 
Administrative details are kept to a 
minimum. The one policy covers all 
locations, eliminates numerous endorse- 
ments, and permits centralized pay- 
ments of premiums at one location once 
a year, with an adjustment at the end of 
the policy year. Numerous expiration 
dates of specific policies at various loca- 
tions are eliminated, and all insurable 
types of perils are given consideration. 

Because the final adjusted insurance 
premium is based on the average value 
of inventory for each month, there is 
never too much insurance. Likewise, 
when inventories are low, the amount 
of coverage at that location automatic- 
ally goes down with them. 

Another feature of great value is the 
impossibility of forgetting to cover new 
locations. These are simply added to the 
next month’s report and included in 
the coverage under the automatic limit 
of liability feature of the form. 

Branch Inventory Insurance follows 
fluctuations in stock values and covers 
the exact amount at all times. This 
minimum cost, and the credit discounts 
available under a new rating formula 
make it extremely advantageous to the 
manufacturer. 

For more details, circle number 697 
on the Reader Service Card. 








( Advertisement ) 


Home Study Course 
In Programming 
Business Computers 


A home study course, the first and only 
one of its type, is being offered by 
Business Electronics Inc. Designed for 
people without technical training or 
experience, it is based on a similar 
course members of the firm developed 
and are teaching at a large University. 
Students are taught to develop and pro- 
gram electronic systems for business 
problems such as Payroll, Accounts Re- 
ceivable, Inventory Control, etc. for a 
theoretical electronic computer called 
BEC. 

BEC was designed for instructional pur- 
poses and includes the best elements of 
commercially available computers. The 
knowledge the student gains from BEC 
can be applied to any computer. ‘“Pro- 
gramming for Business Computers” pro- 
vides an opportunity for the student to 
study at home at his own convenience 
for only a few cents a day. 

Free brochures describing the course 
are available upon request from Busi- 
ness Electronics Inc., Educational Divi- 
sion, P.O. Box 3330 Rincon Annex, San 
Francisco, Calif. 


(Circle 631 for more information) 
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How fo win active employee support 


for an Electronics program 


ees We established a com- 
prehensive program to orient our 
employees on the subject of electronic 
data processing early in 1953. ‘Top man- 
agement told all employees why we were 
studying electronic processing, what we 
thought it might lead to, and how they 
would be affected. We emphasized to 
them that any jobs that were eliminated 
would be the repetitive, monotonous, 
primarily We 
promised that if the study justified 


and clerical — tasks. 
acquiring a machine, each employee 
would have a chance to qualify for the 
upgraded jobs which would be created 
by it. Perhaps, most of all, each em- 
ployee was assured that even if his or 
her job was eliminated, the employee 
would be retained relocated in 
suitable work at no reduction in salary. 

We kept our staff informed of the 


and 


progress of our studies, and when 
a decision was reached, of our reasons 
for installing a system. We told them of 
every major step in our long range plans 
for converting our record keeping ac- 
tivities from manual and punch card 
to tape processing methods. Educa- 


tional material on electronics was a 
regular feature in our house organ. A 


series of lecture courses was made avail- 


THIS ARTICLE is adapted from a talk be- 
fore the American Management Associa- 
tion’s Second Annual Electronics Confer- 
ence and Exhibit. 
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Start early—keep the work force fully informed on plans— 


and show them that the company will transfer people replaced 


by the machine to new and better jobs. 


by Wesley S. Bagby, Comptroller 


Pacific Mutual Life Insurance Company 


able for those interested. Over half ol 
our staff voluntarily attended ten hours 
of lectures, mostly on their own time. 

When our large scale computer was 
delivered last August, all of our staff 
were invited to be “sidewalk superin- 
tendents” at the unloading operations. 
They watched the progress of the in- 


Although their new electronics 
program will eliminate at least 150 
jobs, the Pacific Mutual Life Insur- 
ance Company has been able to 
generate positive enthusiasm for 
the program among employees. 
How they developed this attitude, 
and their solutions to the other 
human problems created by the in- 
troduction of a computer, provide 
practical insight into some of the 
most feared aspects of ‘“‘Automa- 


tion,” at the present time. 


stalling, assembling, and testing opera- 
tions. After the system was operable, 
they were all taken on conducted tours 
of the entire electronic records opera- 
invited to 
“open houses” featuring the installa- 


tion. Their families were 


tion. 
The careful attention paid to drawing 


up, amplifying, and following through, 
a thorough program of communications 
early in the game, has paid dividends. 
Most of our people, even those who are 
to be transferred to other work because 
their jobs will be eliminated, are en- 
thusiastic about our electronics progress. 


Job elimination and re-placement 


When we are fully “on the air” with 
electronic handling of our ordinary 
insurance operations late this year, 
there will be from 150 to 175 job sta- 
tions eliminated. The personnel now at 
divided 
roughly into three main classes. The 


these stations can be 


job 


largest class contains relatively un- 
skilled junior personnel in clerical jobs 
of a repetitive nature—filing, sorting, 
and recording. The second class con- 
sists of personnel with more experience, 
many with years of seniority, who are 
in relatively routine jobs which require 
a little more knowledge of insurance. 
The third class is composed of more 
highly skilled people engaged in super- 
visory and senior staff work where their 
duties are primarily in the judgment 
area and where a more advanced knowl- 
edge of insurance is required. 

The large group of juniors will not 
create too much of a problem. A grow- 
ing insurance company always has a 
great number of jobs of this type, and 
it is in them that turnover is heaviest. 

There will be no major problem in 











Built-In 
POCKET 


continuous forms 
or unit sets 





























SAVES COSTLY TIME, 

filing and finding 

PREVENTS LOST, misfiled 

or damaged tapes 

MAKES FORM AND TAPE 

a complete identified unit 
POCKETS made to fit !.D.P. 
TAPE or PUNCHED CARDS 
POSITIONED on the back of any 
desired copy of LITHOSTRIP 
Continuous Forms or LITHOSET 
Unit Form Sets. 


WRITE TODAY for DETAILS and 
FREE SAMPLES of POCKET FORMS 


Geo" 


ST. LOUIS 15, MO 


$00 BITTNER ST 
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Your own handwritten business mes- 
sage is transmitted electronically with 
Accuracy, Speed and Economy to one 
or many points, utilizing either one or 
two way communication. 


Just pick up the ELECTRONIC LONG- 
HAND pen and start writing on the 
transmitter. INSTANTLY, as you write, 
the message appears on the Receiver, 
on plain paper or specially designed 
INSTAN-FORM™. The Receiver on which 
your message appears may be within 
your own building or many miles 
away. A permanent written message 
is available even though the unit is 
unattended by your employee, and 
usual line tie-ups are eliminated. 
The TelAutograph Telescriber Sys- 
tem is tailored to fit your specific 
requirements. Through its use, sub- 











stantial savings are realized, in time 
and money, by more efficient use of 
present employee abilities. 


Z 


Business requirements utilizing 
graphic symbols or characters are 
finding the application of ELECTRONIC 
LONGHAND an important and valuable 
tool of industry. For details on just 
how you can use this outstanding 
service, send in the coupon today for 
full details to be mailed to you. 





YOUR COMPANY 


Coo0o0oo0ofo 
o0o00ffo 





—Yrastan Gorm =~ 


A PERMANENT WRITTEN RECORD.. 











{Reduced from actual size) 


* 
TELAUTOGRAPH corPoRATION 


1128 Crenshaw Blvd. + Los Angeles 19, Calif. » Dept. 5B 
Please send brochure on use of TelAutograph in my business. 
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*Trademark Reg. U.S. Pat. Off. 
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satistactorily relocating the skilled se- 
nior people whose work is in the judg- 
ment area. They are the kind of people 
who are flexible, experienced, and 
rather easily adaptable to new situa 
tions. We know that, as a practical fact, 
there is no such thing as too many ol 
these people and expect that there will 
be plenty of demand for their capabil- 
ities elsewhere in the organization, 

Our more troublesome personnel re- 
locations will be in the middle group, 
experienced people performing routine 
jobs not in the judgment area. ‘These 
people are inflexible and there are 
fewer job openings in comparable job 
levels for them. Because of this, ow 
Personnel Department started imme 
diately in June, 1954 to consider these 
employees whenever one of the rela- 
tively rare openings of the type they 
might fit appeared in a_non-affected 
department. There are still about a 
dozen people to be reassigned. 

We made extra efforts to make job 
opportunities in the Electronic Records 
Department available to people in de- 
partments where work would be cur- 
tailed by the new methods. Of the 28 
people from within our company who 
were transferred into the new operation, 
18 came from affected departments, 
mostly from jobs in the judgment area. 


Parallel operations 

Before we can eliminate the 150 job 
stations, however, the company finds 
itself in the paradoxical situation of 
having to expand the total work force. 
The work which is being mechanized 
must be fully proved on the new basis 
before we are in a position to discon- 
tinue the people performing the same 
work under the old methods. This 
means an appreciable build-up of per- 
sonnel to do the necessary programming 
and data conversion work and a period 
of duplicated effort while parallel oper- 
ations on the old and the new methods 
are being checked carefully to be sure 
that the new method is satisfactory. 


Electronics personnel 

The company’s hiring policies, there- 
fore, have been concerned with the 
continuing need of employing addi- 
tional competent people. Some two- 
thirds of our 30 programmers, coders, 
and operators came from within our 
own organization. The others, mostly 





C.C.MOKUM SOLVES ANOTHER 


COFFEE BREAK 














ANOTHER 
5 MINUTES, 
AND COFFEE'LL 
BE READY — 


THIS ~sOB!7— 
ENDLESS PREPA- 
RATION FOR A 
COFFEE BREAK 
IS WHY PRO- 
DUCTION'S DOWN’ 








C.C.(°COMPLETE CONTROLJMOKUM 
IS TH’ NAME —AN/ CONTROLLIN’ 
COFFEE BREAKS IS MAH GAME/’ 














DEE-LISHUS KWIK-KAFE’ ‘—~\ 
COFFEE IS SARVED PROMPTLY, 
FUM TH’ RUDD-MELIKIAN 
COFFEE. DISPENSER /!- IT'S 
ALLUS GOOD, AN’ ALLUS 
READYV”" © Capp 


Hample, Inc 








In office or plant, wherever the coffee-break is 
a problem, Kwik-Kafé’s “complete control” 
provides a tailor-made solution: delicious 100% 
pure Kwik-Kafé coffee, conveniently served 
on the spot from a dependable Rudd-Melikian 
dispensing unit; also hot chocolate and a 
variety of other beverages. Employees enjoy 
Kwik-Kafé. It keeps them on the job. 


eer ee 
| RUDD-MELIKIAN, INC. P | 
| Hatboro, Pa. | 
| . 
| Please send me a copy of booklet 15E explaining how | 
| to control the coffee-break with R-M dispensers. | 
| Name : 
Firm | 
| Street | 
| Cit Z | 
y one State 
Dasani aio: die ote enascannis liataibaiiaaes Wis tibtemnh ates ail 
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coders, were hired for this specific job. 
Kight of the total staff are women. We 
have found it much easier to teach 
programming to someone who knows 
Life Insurance operations than it is to 
teach Life Insurance to an experienced 
programmer. 

Only six of our clerical staff for data 
conversion work, including two with 
supervisory duties, were transferred 
from within our own organization. We 
found that we just did not have enough 
competent typists available for this ex- 
acting work and it was necessary fon 
our Personnel Department to conduct 
quite an intensive Campaign in order to 
hire the balance of our conversion staff. 


Electronics training 

The first and key group of 10° pro- 
gramimers were given two 6-week courses 
in programming conducted by the 
manufacturer. We prepared a simple 
power test in elementary mathematics 
and logic as an aid to selection of our 
next group of programmers. We then 
trained the successful candidates in pro- 
gramming, using one of our own men 
with programming experience as in- 
structor. Although there was little 
relationship between individual test 
scores and their records at the comple- 
tion of their 6-weeks programming 
course, an amazingly close correlation 
developed between these same test 
scores and programming proficiency 
after about six months of actual coding 
and programming work. We found that 
an individual's record in his program- 
ming class is not a good indicator ol 
what we can expect of him, but his 
aptitude test scores are valid indicators. 

Our electronic staf and that of the 
manufacturer's personnel assigned to us 
both reached their peak in the third 
quarter of 1955 when the equipment 
was actually delivered and_ installed. 
Phe total number has since remained 
practically constant up to the present 
time but is expected to start dropping 


in the second quarter ol this vear. 


Salary policies and practices 


he company’s salary administration 
policy tor electronics personnel has been 
designed to attract the superior individ- 
ual, pay him well, and advance his job 
status as rapidly as he demonstrates 
ability to qualify for more responsible 
work. In the clerical phases of data con- 


MAY 1956 








We saved up to 30% onclerical costs... 


by replacing stand-up files with Remington Rand electrified equipment 


Remington Rand continues in the fore- 
front of the trend to motion-economy, in 
American business. This is reflected in 
the design and development of these 4 
products, each of which has motion- 
economy features built in. 

Greater Productivity results because 
all walking and standing are eliminated. 
All records FLOW into position at the 
same level, directly in front of the oper- 
ator in a perfect work-place arrange- 
ment. Eye and body fatigue are reduced 
...unnecessary physical labor and drudg- 
ery are eliminated. 

Gone is the constant stooping and 


bending to use lower drawers... the 
reach and stretch for the higher ones... 
with variable lighting, shadows and no 
place to work. With this electrified 
equipment, operators are always com- 
fortably seated with their work directly 
in front of them. 

Improved employee relations follow 
from the better working conditions. Per- 
sonnel turnover is reduced, resulting in 
a more mature, permanent staff and 
substantial savings by reduction of 
costly training periods. 

Write Room 1517, 315 Fourth Ave., 
New York 10, N. Y. 


VISION OF PERRY RAND CORPORATION 


(Circle 598 for more information) 


A) ROBOT-KARDEX*... 

saves up to 30% on posting time...up to 
59% on space...a touch of the finger and 
any one of 4,000 sets of visible records comes 
to posting position! Ask for KD505. 


B) CONVE-FILER*. .. 

saves 30% or more on clerical cost for users 
of large, active card records ...any one of 
200,000 cards positioned electrically! Ask for 
LBV160 


C) ROTO-KARD*... 

most advanced drum housing... saves space, 

speeds reference, reduces work load... up to 

6,000 record cards in less than 3.6 square feet 
. electric or manual operation! Ask for 

KD770 


D) KARD-VEYER*... 

electrically powered . . . 16,000 to 80,000 

vertically-filed cards (including punched cards) 
. saves finding, posting, and filing time — 

and space! Ask for LBV706. 
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How to make your 
Mail Handling 


LETTER-PERFECT! 


Here’s how to assure fast mail 
service that’s correct to the letter! 
It’s all explained in CORBIN’S 
illustrated catalog “Mail Handling 
and Collating Equipment”. 


Everything you'll need is 
covered, including a complete line 
of CORBIN work tables, sorting 
tables, key cabinets, storage 
cabinets, and bulletin boards. 

And everything is designed to do 
the job with post office efficiency... 
without waste motion or congestion. 


What’s more you save handling 
costs by buying direct from the 
CORBIN factory. And you get 
fine wood construction that gives, 
not years, but generations of 
troublefree service. 

Mail coupon for 
free, illustrated 


Catalog. 


cccc-- 


CORBIN Wood Products Div., Dept. MI 
The American Hardware Corporation 
Hornell, New York 
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Please send me your free illustrated cat- | 
alog of Corbin Mail Handling Equipment 
and other Corbin Wood Products. \ 
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version work the six people who were 
transferred have been in their new work 
months and are 


an average of nine 


receiving an average of 22% more salary 
than before their transfer. Had they not 
been transferred they would have been 


% more tor the same 


receiving about 8‘ 
period of time in their old jobs, assum- 
ing normal advancement. 

In the programming and methods 
work, 14 of the men in the group were 
transferred from within our company. 
They had been employed by the com- 
pany an average of 614 years before 
and have been in the 


their transfer 


electronics work an average of 114 
years. Their salaries today are more 
than 40% higher than just before the 
time of transfer. This group would have 
increase of about 


received a normal 


12% in the same period of time had 
they not been changed. 

The eight women in the program- 
ming and coding work had been with 
the company an average of a Jittle less 
than a year, except for one with three 
years and another with 15 years of 
service. Their average length of time in 
electronics is 13 months and their sal- 
aries are more than 50% greater than 
before their transfer. With one excep- 
tion they were transferred from lower 
level jobs than the men. Their normal 
increases, had they not been transferred, 
would have averaged around 12%. 


Future recruitment and training 

The training accomplished by the 
equipment manufacturers and _ the 
schools isn’t adequate to fill the de- 
mand, which will probably double each 
year for the next four or five years. This 
means that any firm considering use of 
electronics would be wise to plan on 
training the bulk of its own staff. 

It would also be wise to set its salary 
ranges realistically and review its salary 
structure frequently. Our last review re- 
sulted in an upward revision of our 
ranges only last month. The fact that a 
firm has invested quite a bit in training 
a man for this work will not wed him 
to them indefinitely after he has proved 
his ability to do the work and discovers 
himself as a member of a rather small 


group “with experience’ for which 
there appears to be an insatiable de- 
mand. It that a new 
professional group is in the making— 
the experienced programmers—and that 


may well be 
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need a SPECIAL index thas | 
build it yourself with... 


Smith’s 
OPNWINDO 
Steel Guides 


Just type the captions you 
need—slip them quickly 
into these movable 
clamp-on guides. 1001 
other uses to save time 
and improve your filing. 





Available in 1” or 
2” widths. Packed 


25 to box with 
See your labels in strips for 
office supply easy typing. Also 
dealer or alphabetic labels 
write to 200 subdi- 
visions. 











CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For more than 50 years a complete line 
of time-saving signals and_ indexes. 
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BORED? 


. . - with those tired-looking letter- 
heads of yours? If you're jealous 
every day over the handsome 
letterheads that come across your 
desk ... here’s an easy way to 
make sure that any change you 
make will be a change for the 
better. The Rising Paper Company, 
makers of “Fine Paper At Its Best’’ 
offers you a unique service at ab- 
solutely no cost to you. It will be 
happy to send you a portfolio of 
“New Letterheads of the Season” 
. . . culled from the leading print- 
ers, coast-to-coast. Here’s your op- 
portunity to determine just exactly 
what style of letterhead is best 
suited to your own individual 
business. Choose your sample ... 
it will show your printer exactly 
what you have in mind. For your 
free copy of “New Letterheads of 
the Season”... 
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on the Reader Service Card 


for more information 
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they will be a very well paid group, 
particularly for the next few years. 


The long range view 


When we drop parallel work, we plan 
to concentrate on transferring the larg- 
est number of our affected people into 
new work, temporarily discontinuing 
any new hires for jobs of the type they 
can fill. We expect that our transferred 
people will need an average of about 
three months on-the-job training in 
their new duties before they acquire 
average proficiency. We know that some 
of our qualified people doing judgment 
work, particularly those who are trans- 
ferred to the jobs of dealing with vari- 
ous input data which must be put into 
will have to work 


machinable form, 


during their training period below 
their ability and experience level. This 
has been explained to them. Their flex- 
ibility and recognition that this is a 
temporary situation makes us confident 
that shifts will be made smoothly. 
Jobs will be replaced. But, by the 
very nature of these machines, the jobs 
replaced are 
nous, and often dreary tasks performed 
primarily by clerical help at the junior 
level. These machines create jobs, too. 


repititious, | monoto- 


The new jobs created by these elec- 
tronic systems are definitely upgraded 
in value over the jobs they replace. 

Obviously, there are fewer new jobs 
created than there are jobs replaced. 
This means temporary personnel dislo- 
cations, certainly, but it does not mean 
mass unemployment. Fifteen years ago 
there were only 5 million clerks—now 
there are 8 million, yet every firm I 
know is hunting for more clerical help. 
As industry has become more complex, 
it has required an increasing propor- 
tion of indirect to direct labor. Elec- 
tronics can take over many of the tasks 
now performed by these clerical work- 
ers, and consequently increase our total 
productivity. 

Certainly, the more challenging as- 
pects of these new electronic methods 
will be the human and not the mech- 
routine tasks; 
the new skills needed for the new jobs 
created, the growing importance of 


anical—the decrease in 


analysis, organization, and _ planning; 
the increase in leisure time and how it 
is used; in short, fewer people doing 
things machines can do and more peo- 
ple doing things only people can do. m/m 
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diagnostics 


FOR MANAGEMENT 


by Leslie M. Slote 


Director of Industrial Relations; 
Norden-Ketay Corporation, and 
Management and Labor Relations Consultant 


juestion: 


What policy do you recommend 
in reinstating employees? 


Inswers 


First, it is important to make a dis- 
tinction between rehired and reinstated 
employees. A rehired employee is one 
whose employment was completely ter- 
minated, either through resignation or 
discharge, and who is now going to be 
placed on the payroll again. Such an 
employee is treated as a new employee, 
is not entitled to any past benefits, and 
his seniority date is the date of rehire. 
To future misunderstanding 
which often crop up, use a new employ- 
ment history record, a new payroll 
record, and have the employee sign a 
statement acknowledging his new date 
of employment as his seniority date. 

A reinstated employee is a former 
employee whose employment was tem- 
porarily terminated because of a leave 
of absence or lay-off, and who is now 
restored to the full or partial status he 
enjoyed before his termination. Under 
usual contractual obligations, depart- 
mental seniority is the guiding factor 
in recall to work; i.e., the last person 
laid-off is the first to be recalled. How- 
ever, when choice of policy exists, 
ability to perform the job satisfactorily 
is the prime factor considered by most 
companies. This should be determined 
from previous performance reviews to 
avoid discrimination on the part of 
supervisors. A time limit of three days 
to one week should be allowed for laid- 


avoid 


off employees to report back to work 
after recall has been 
It is also good practice to place a time 


notice received. 
limit on the company’s obligation to 
recall laid-off employees—in most cases, 
this from about five 


period varies 
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NEWEST TREND IN PAPERWORK SYSTEMS 


Weber stencil for addressing your shipments can be cut 
as part of your paperwork procedure. Saves clerical 


time and effort. 


Before your product can be shipped, paperwork must 
be prepared and containers addressed. Pictured on this 
page are several modern systems for tying the two jobs 
together at substantial savings in clerical time and effort. 


Key to their efficiency is the versatile and inexpensive 
Weber stencil which is cut as a part of your order-invoice 
writing procedure and then used to address your ship- 
ments. It can either be cut as a by-product of your forms 
writing or independently. It can be cut on a typewriter, 
automatic tabulating equipment, Teletype, Flexowriter 





BY-PRODUCT—Weber Tab-On Stencil is tabbed over ship-to 
area of your invoice, bill-of-lading or shipping forms and cut 
as a by-product of the forms writing. In one typing, both ship- 
ment addressing master and forms are prepared with custom- 
er's address. 





INTEGRATED DATA PROCESSING EQUIPMENT, such as Flexowriter (left) and Tele- 
type (right), cut stencils as part of user's paperwork system. Weber stencils can be 
adapted to practically any forms production procedure and add greatly to the use- 
fulness of modern office equipment. 


marking 
systems 


Weber 


Div. of Weber Addressing Machine Co. Inc. 
Mount Prospect, Illinois 


Creators of systems for addressing and marking 
labels, tags and containers. 


(Circle 620 for 


Speeds shipments. 


automatic writing machine, or with photo copy or spirit 
duplicating masters. Once it has been cut it’s ready to 
address labels, tags or directly on containers using Weber 
hand devices or machines. 


Whatever paperwork procedure you follow, or equip- 
ment you use, you can integrate the Weber stencil and 
eliminate repetitive typing and other manual operations 
in the office and in the shipping department. Investigate 
the advantages of Weber marking systems right away. 
See the coupon below. 





CONTINUOUS STENCILS — Weber Continu-matic stencils, 
mounted in continuous form on marginal punched carrier sheet, 
are cut quickly and easily on typewriter, as well as automatic 
tabulating equipment and other punched-card and tape op- 
erated machines. 


oe] 





CUSTOMER'S ADDRESS is imprinted di- 


rectly on cartons with Weber stencil at- 
tached to Weber hand device. 


WEBER MARKING SYSTEMS * Dept. 9-E * Mount Prospect, Illinois 


[) Please send me information on Weber stencils and how they | 
| can simplify our shipping paperwork procedure. i 
[] Have your representative call. i 
| Firm Name—_— vaniuia EY ea Sees eminsiitindigiaanigbaabec 1 
Individual Title <i 
| Street. ‘ i 
| City_ a ae Zone____State | 
Fi a a ci a 
more information) 4l 
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... States Mr. John Kuhajek, Assistant Treasurer, 


ENITH Radio Corporation, Chicago, Illinois 


CUMMINS Perforators Cancel the Entire In- 
voice Bundle in One Swift Operation... 
Making Altering or Skipping Impossible 


Zenith Radio Corporation, like so many other 
leading businesses, has eliminated chance of 
duplicate invoice payments. Their Cummins 
Perforator cancels each invoice and all sup- 
porting papers in one quick punch . . . legibly 

. . automatically . . . without error. No 
chance of skipping copies . . . impossible to 
alter papers, because you can’t erase a hole! 
This fool-proof machine definitely prevents 
using uncanceled supporting papers from a 
paid invoice to support a duplicate of the 
invoice. 


You can use the Cummins Perforator with- 
out disrupting or changing your present pro- 
cedures or employing special help. Easy and 
convenient to use, too. Feed in the papers, 
the Perforator cycles automatically in less 
than 14 of a second. One operator can per- 
forate many thousands of copies an hour .. . 
up to 20 copies at a time. And, it can be 
carried from desk to desk as easily as a type- 
writer! 


Ask Your CPA 


Put this safeguard to work now .. . the 
Cummins Perforator is recommended by 
leading public accounting firms... ask your 
CPA. Your Cummins representative is as 
close as your telephone . . . he’s in your 
classified directory under AAC Cummins— 
automatic accounting controls. 






CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 
4740 N. Ravenswood Ave., Chicago 40, Ill. 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 


SOSH ESESSESSEEESEEEEEEEEEEEESEEEEEEEHEEEEEEEESESEEHEEEEHEEHESEEHEEEEEOEEEEES 
. 


Now..:we can 
never pay the 
came invoice twice 
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HERE ARE FACTS es 

YOU SHOULD KNOW 

Write for this new booklet ‘‘Once is Enough” 

giving you facts on proper controls to 

prevent accidental or fraudulent losses. 


(Circle 568 for more information) 
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months to one year. Any employee re- 
called within this period retains his full 
seniority and renews his employee ben- 
efits as of the date he resumes work. In 
addition, most companies grant rein- 
stated employees any rate changes due 
to general increases or re-evaluation. 
juestion: 

Should new employees be entitled 
to fringe benefits during their pro- 
bationary period? 
answers 

Opinion is divided on this subject. 
Some companies believe that fringe 
benefits ought to apply from date of 
hire. However, in most companies, 
fringe benefits do not apply until suc- 
cessful completion of the probationary 
period. And where such benefits are 
related to length of service (accrual of 
sick leave or vacation time, for example) 
the effective date reverts back to the 
hiring date. In other companies, pro- 
bationary employees are eligible for 
holiday pay, and group accident and 
life insurance benefits after a minimum 
qualifying period of employment, 
usually 30-days. Another requirement is 
that the employee must also be actively 
at work upon completion of his proba- 
tionary period to be eligible for em- 
ployee fringe benefits. 
question: 

Have studies been made to show 
the effect of music on productivity? 
answers 

The cost of providing your employ- 
ees with music is modest and the re- 
sults are good. Industrial music is often 
categorized as a non-financial incentive. 
Effect of music on employee attitudes 
is dificult to measure precisely, but at- 
titude surveys show almost all employ- 
ees prefer “music” to “no music.” 

It was demonstrated that these pref- 
erences and beliefs are important. The 
more an employee wants music, the 
more it tends to increase productivity. 
The most dramatic increases occurred 
for workers whose productivity was 
below standard, and for those where 
casual talk was permitted while work- 
ing. With music, the productivity of 
hourly-rated and piece-rate workers in- 
creased in amounts varying from 5% 


c 


to 25°.. The average increase for the 
night shift was more than double that 


for the day shift. m/m 
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The American Businessman’s 
Guide To Britain 


Though slanted for businessmen, this 
book will be an extremely valuable 
guide for any tourist contemplating a 
trip to the British Isles. The major 
Great 
discussed in a way that will help the 


economic areas of Britain are 
businessman understand the people he 
will have to deal with, and will provide 
him with detailed business information 
not otherwise easily available. In addi- 
tion to descriptions of the specific mar- 
ket in industrial potentials of each 
section of the entire country, there are 
detailed listings of such useful facts as 
where to hire a secretary or interpreter, 
a car or taxi, where to eat, where to 
stay, and where to obtain further in- 
formation. Also included are specific 
data on British currency, passport and 
customers regulations, tipping, postal 
service, sporting events, and personal 
shopping. 

Harcourt, Brace & Company, 383 Madi- 
son Avenue, New York, N.Y. $3.50. 


The Sociology of Industrial Relations 


In recent years there has been a num- 
ber of perceptive studies of industrial 
relations. The author points out, that 
with few exceptions, these studies have 
not been related to a systematic theory. 
This volume is probably the first done 
by a recognized expert which interprets 
specific facts and studies in the light of 
a simple and useful conceptual scheme. 
The guiding principle of this concept 
is the practical application of accepted 
theories and practices without falling 
prey to their individual limitations. 
The book deals with three areas of hu- 
man relations: within industry, between 
industry and the community, and be- 
tween industry and _ society. 

KNOX, Random 
Ave., New York, 


PROFESSOR JOHN  B. 
House, 457 Madison 
N.Y. 348 Pages. $5.00. 
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[] What are other firms in our industry 
doing with electronic equipment? 


[] Must we radically reorganize our operations 
for office electronics? 





Here, in one big all-new 500-page volume, are answers to 
questions and operating problems involved at every stage 
of selecting, installing, and effectively using electronic 
office procedures. 


Every use, every application, every profitable electronic 
system described in the 1956 edition of WORKSHOP FOR 
MANAGEMENT has been proved in results for companies 
of every size and function. 


Over thirty organization case histories and detailed reports 
of leading management consultants show how to avoid the 
blunders — how to profit from recent developments and 
techniques of firms actively operating electronic office 
equipment. 

Before your company buys an electronic office system... 
before it figures costs and savings, faces employee replace- 
ment or training decisions, or runs into bottlenecks with 
present electronic office procedures...let the new WORK- 
SHOP FOR MANAGEMENT show you: 


Which electronic system is best for your office 


Whether your business is large or small, WORKSHOP 
FOR MANAGEMENT tells how to select the right elec- 
tronic system for your office. You discover how various 
systems work out in practical job-situations . . . whether 
to lease or purchase equipment . . . and important facts 
about systems like UNIVAC, BIZMAC, IBM 650, 
BURROUGHS. 


How to profit from maximum use of electronic systems 


| WORKSHOP FOR MANAGEMENT shows how to plan 


and organize your business before office electronics — dan- 
gers and mistakes to avoid—what to do about programming 
... Where to apply electronic data processing in your bill- 
ing and accounting operations . . . How to plan for future 
use of the equipment. 


When manual equipment is better than electronic 


| You get a thorough breakdown of manual systems and 


equipment —learn how to cut costs with trem —see exactly 


about electronic office systems and equipment? 


([] How can we re-train present employees 
(_] Where can we make the most savings 


(]) How can we avoid costly mistakes with 


Which of these questions do you want answered 





for office electronics? 





with electronic office systems? 





electronic office operations? 


... get practical case-history solutions to your 
electronic office problems in the all-new 1956 edition of: 


WORKSHOP FOR MANAGEMENT 





where they are recommended over electronic office pro- 
cedures ... How and where to benefit from manual opera- 
tions like writing boards, bookless bookkeeping, unit media, 
analyslips, peg-strip accounting. 


How to train employees for office electronics 


With WORKSHOP FOR MANAGEMENT you see how 
to effectively train your employees for an electronic office 
program...Exactly how many hours of training are 
required for different systems...What to do about new 
assignments for displaced personnel... How to set up a 
fair pay scale for electronic office operations. 


Plus — Pages of profitable management information like: 
How to cut inventory costs with Operations Research... 
How to plan optimum production programs with Opera- 
tions Research . .. How to profit from new company-wide 
work-simplification programs... How to solve problems 
of communications control . . . How to set up a profitable 
office incentive plan ... How to increase company savings 
with controlled office forms. 


SEND FOR YOUR FREE EXAMINATION COPY OF THIS BOOK TODAY 
(just fill in and mail coupon below) 


Management Publishing Corporation, Suite A-19 

j 22 W. Putnam Ave., Greenwich, Connecticut 

| Please send me for 10 day’s FREE EXAMINATION a copy 
: of ‘Workshop for Management.” Within 10 days | will 
either send payment for $19, or return the book with- 
j out obligation. 

| 

| 
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FASTER, FASTER, a simple description 
of a giant electronic calculator and the 
problems it solves 


For the automation novice, this book 
is a natural beginning. It explains in 
non-technical language how a calcula- 
tor operates, the nature of the problems 
it solves, and how the problems are 
presented to the Calculator. One chap- 
ter, “Plain and Fancy Arithmetic,” deals 
with the machine’s behavior in solving 
the four basic mathematical operations. 
For the more experienced electronics 
people, there is a special appendix con- 
taining a summary of operations, 
timing, sub operations flow chart, and 
an example of programming for the 
model computer. 


W. J. ECKERT, REBECCA JONES, McGraw- 
Hill Book Company, 330 West 42nd St., 
New York 36, N.Y. 160 Pages $3.75. 


Common Sense and Letter Writing 


This book analyzes sound letter writing 
techniques and illustrates how to usc 
them. Besides showing how to build 
positive features in a letter, it also dem- 
onstrates the more common negative 
elements in letters, and how to give 
them a positive twist. It is divided into 
“six steps to better results by mail,” 
each one a separate chapter heading. 


WILLIAM H. BUTTERFIELD, The Interstate 
Printers and Publishers, Danville, Ill. 
82 Pages. $2.25. 


Accident Prevention Manual for Indus- 
trial Operations 


Combining 43 years of safety experi- 
ence, this basic encyclopedia deals with 
every aspect of industrial accident pre- 
vention. In this third edition, 17 of the 
43 sections are completely new. The 
others are extensively rewritten and 
brought up-to-date. Some of these new 
subjects are: Safety Education, Emer- 
gency Action Plans, and Industrial Hy- 
giene. Of particular interest to manage- 
ment is a new section on Safety Organi- 
zation. It outlines basic methods for 
setting up a safety program, a safety ob- 
servation plan, and inspections. 


THE NATIONAL SAFETY COUNCIL, 425 N. 
Michigan Ave., Chicago 11, Ill. 1341 
Pages. $13.50. 














AUTOMATION PLAN 
OR YOUR BUSINESS 
WITH MOORES ADP” 


7 es 
* Automated Data Processing 








A business any size can use ADP... . to speed operations, or improve efficiency, or 
tighten control, balance inventory, know its operations better or make decisions based 
on up-to-the-minute conditions. Whatever the need, and whatever machines are used, Moore 
forms are an important part of the system. When putting in automation, forms design and 
construction play an important part in system planning, because sound principles applied 
then show results in efficiency and economy. Moore manufactures forms only and not ADP 
machines. It brings any company the automation it needs to do its work best, regardless of 
size or number of transactions. This improvement can be applied all at once or in planned 


stages to reach the goal gradually. 


ADP is Moore’s term meaning AUTOMATED DATA PROCESSING. 





It is greater efficiency...speedier processing of information 
...continuous operation. It uses automatic machines where 
companies need them to facilitate transactions in great bulk. The 
smaller company may need only a simple system, with minimum 
equipment, for purchasing, invoicing, shipping or collecting. 


ADP will meet any requiremert. 


The Moore representative knows automation and has the great 
advantage of ‘composite’ experience in helping to design many 
systems. Behind him are the resources and wide experience 
of the largest, most versatile manufacturer of business forms. 


(Circle 586 for more information) 
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‘A complicated system becomes simple—and swift 


ADP helps a company speed customer orders through branch, office, plant. 
Moore forms take information at every point where needed. 





Sales Office Customer acknowledgment is Production Control The information comes Plants The incoming wire punches Tape #4 


made and the salesman’s order typed on 4- in on machines that also punch Tape #2. Sched- The plants use it to automatically type maste: 
part Moore forms. The machine punches the ule dates are added on automatically typed 13- orders for plant copies. This furnishes instruc 
information in Tape #1, and it is wired to... part Moore orders, punching Tape #3 for... tions to start producing the customers’ orders 





450 miles away — 


ge 





= < : s 


Main Office Meanwhile, duplicates of Tape Machine Accounting Tape #5 feeds the sales The Decision Makers tow sales figures are 


#3 have been received and will be used to pre- and shipment figures into card punches. The up-to-the-minute. Decisions are based on com- 
pare customer invoices, on Moore forms. A by- punched cards are put through electronic equip- pany conditions today, not yesterday or last 
product is Tape #5 containing selective data. ment for analyses of sales and other reports. month. Such control was never possible before. 


Moore forms are the heart of the system...they deliver the A DP benefits 





They take the information where Moore forms, of every kind and 





it’s needed. Now orders are ac- description, are designed to fit 

knowledged immediately and filled any business system, even a sim- 

the same day in most cases. ple operation. Any company, 

Accuracy has become the rule. large or small, can enjoy A D P 

Specifications are right and de- benefits like those above and can 

scriptions detailed, with errors in — start by calling the Moore man 

: transmitting now practically non- in. He’s in the Classified or can 

4-part 13-part Pro- 6-part existent. Management knows be reached by writing the near- 

Order Form duction Order Invoice what’s going on and has control. est Moore office, below. 


MOORE BUSINESS FORMS 


NIAGARA FALLS, N. Y.* DENTON, TEXAS > EMERYVILLE, CALIFORNIA 





Since 1882 the world’s largest manufacturer of business forms and systems. 
Over 300 offices and factories across U.S. and Canada 


(Circle 586 for more information) 
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Corporate Reorganizations 


For the business executive, lawyer, and 
accountant who helps plan, supervise, 
or audit reorganizations, this volume 
offers some substantial help. It features 
a full explanation of the latest Federal 
Tax law revisions including 50 ex- 
amples from the regulations issued in 
December, 1955. 

Thoroughly indexed and cross refer- 
enced, it is designed as a convenient 
working manual. A second edition, it is 
spiced with case histories and new ma- 
terial covering such subjects as share- 
holders disposing of assets originally 
owned by their corporations, spin-offs, 
split-offs, and split-ups. 

ROBERT S. HOLZMAN, The Ronald Press 
Company, 15 E. 26th St., New York 10, 
N.Y. 512 Pages. $15. 


Proceedings of the Nineteenth annual 
National Time and Motion Study and 
Management Clinic. 


A wide range of subjects is treated in 
this annual conference of the Industrial 
Management Society. Two examples of 
this variety are a speech by Alex Os- 
born, co-founder of Batten, Barton, 
Durstine & Osborn, on individual cre- 
ativity; and a treatise called “Measured 
Day Work and its Relationship to a 
Continuous Cost Reduction program” 
by Philip E. Cartwright. The volume 
is divided into eight subject classifica- 
tions including Time Standards, In- 
centive Systems, Work Simplification, 
Job Evaluation, Controls, Plant Lay- 
out, Managerial Subjects and Miscel- 
laneous. 

The Industrial Management Society, 
35 E. Wacker Drive, Chicago 1, Ill. 148 
Pages, paperbound. $5.00, $4.00 (to 
members). 


English Simplified 


A back-cover, quick reference chart 
features this new paper-bound English 
guide. The rules of grammar, an early 
school torture device, are nevertheless 
a part of the businessman's basic equip- 
ment. This short volume outlines those 
rules on handy, easy-to-read fashion, 
and represents a valuable reference 
work for the busy executive. 

BLANCHE ELLSWORTH, Howard Chan- 
dler, Publisher, Los Altos, California, 
28 Pages. 80 cents. 
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Waltonal Machines save us $843,000 a year... 


Return 133% annually on the investment” 


NEW YORKER 
New York 


THE STATLER 
New York 


& 


SHAMROCK HILTON STATLER HILTON 
Houston Dallas 


ISTANBUL HILTON 


WALDORFE-ASTORIA CONRAD HILTON PALMER HOUSE 
New York Chico: 


hicago 


HILTON — 


Madrid, Spain istanbul, Turkey er 


HILTON HOTELS, world’s leading hotel group, reports: 


“Giving guests the best possible service, in 
every way, is Hilton Hotels Corporation’s 
mdst important aim. As part of this pro- 
gram, we have installed National Systems 
in Hilton and Statler Hotels around the 
world. 

“These Nationals not only help us give 
better service, but it is estimated that, com- 
pared with former methods, they save about 
$843,000 a year, an annual return of about 
133% on the investment. 

“National Accounting Machines at Hilton 
and Statler front-desks keep guests’ ac- 
counts posted up to the minute and ready 
when the guest checks out. These, and our 


other National Accounting Machines, also 
provide our hotels automatically with valu- 
able information from their various depart- 
ments, thus further promoting efficient guest 
service. 

“National Food-Beverage Machines and 
Cash Registers speed service to guests while 
giving firm control that enforces accuracy 
in handling all transactions. And National 











HILTON HOTELS IN THE U. S. 


EASTERN DIVISION—In New York City: 
The Waldorf-Astoria, The Plaza, The New 
Yorker and The Statler. In Washington, 
D. C.: The Statler. In Boston: The Statler. In 
Buffalo: The Statler. In Hartford: The Statler. 


CENTRAL DIVISION—In Chicago: The 
Conrad Hilton and The Palmer House. In 
Detroit: The Statler. In Cleveland: The 
Statler. In Columbus: The Deshler Hilton. 
In Dayton: The Dayton Biltmore. In St. 
Louis: The Statler. 


WESTERN DIVISION—In Beverly Hills: 
The Beverly Hilton. In Los Angeles: The 
Statler. In Houston: The Shamrock Hilton. 
In Dallas: The Statler Hilton. In Fort 
Worth: Hilton Hotel. In El Paso: Hilton 
Hotel. In Albuquerque: Hilton Hotel. In 
Chihuahua, Mexico: The Palacio Hilton. 


HILTON INTERNATIONAL 


In San Juan, Puerto Rico: The Caribe 
Hilton. In Madrid, Spain: The Castellana 
Hilton. In Istanbul, Turkey: The Istanbul 
Hilton. Hilton hotels under construction 
in: Mexico City and Acapulco, Mexico; 
Havana, Cuba; Montreal, Canada and 
Cairo, Egypt; Under contract in Rome, 
Italy, and West Berlin, Germany. 








Adding Machines, too, repay their cost 
many times in saving of time and effort.” 


F iain Treasurer and Comptroller 


HILTON HOTELS CORPORATION 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


989 OFFICES IN 94 COUNTRIES 


(Circle 589 for more information) 
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Planning the Future Strategy of Your 
Business 

An edited version of the proceedings of 
the 25th Annual National Business 
Conference of the Harvard Graduate 
School of Business Administration, this 
book outlines the successful use of ad- 
vanced business practices. Using these 
real models, businessmen will be able to 
better evaluate the factors affecting the 
future of their firms. The many facets of 
future planning needs, in both large 
and medium size business firms, are 
handled by such experts as Ernest 
Breech, Ford Motor Company Chair- 
man, and Charles Percy, President ol 
Bell and Howell. 

Edited by EDWARD C. BURSH and DAN H. 
FENN, JR. McGraw-Hill Publishing Co.., 
327 W. 41st St., New York 36, N.Y. 302 
Pages. $4.25. 


Government Statistics for Business Use 


The 14 experts who contribute to this 
volume survey the 1955 economic scene 
and discuss the many changes that have 
occurred in the over-all statistical pic- 
ture since 1946, All the chapters of the 
original edition have been rewritten 
and two new chapters—‘‘International 
Statistics” and “Some Uses of Sampling 
and Sampling Aids’’—have been added. 
Emphasis still remains on such impor- 
tant fields as national income, industry, 
agriculture, population and_ labor. 

Edited by PHILIP M. HAUSER, WILLIAM 
R. LEONARD, John Wiley & Sons, Inc.. 
440 Fourth Ave., New York, N.Y. 440 


Pages. $8.50. 


The Modern Building Encyclopedia 


Designed to cover the requirements of 
the contractor, the craftsman, the stu- 
dent, and the apprentice, this unique 
single-volume encyclopedia contains 
nearly 4,000 “A-Z” entries. It forms a 
complete and up-to-date guide to all 
terms used in the theory and _ practice 
of present day building techniques. 
The 4,000 entries have been cross-refer- 
enced to facilitate easy and rapid use 
and the whole work is copiously illus- 
trated with 800 line drawings. It is pre- 
pared in England and would be espe- 
cially useful to businessmen with 
European building needs. 

Edited by nN. w. KAy, Philosophical Li- 
brary, 15 E. 40th Street, New York 16, 
N.Y. 768 Pages. $15.00. 
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thought starters 





deal 


contributions 


Thought Starters with a solution to a 


The Editor 


“practical 
whic h are 


management problem.” 


invites paid for at our normal space rates. 
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J” RECORDS \ thing C73 wt, 


: , be 
Sates protect ecords during night safes, circle number 685 on the Reader 
long fire, three-story drop 


lent condition. Salvaging these records 
in good condition, expedites settlement 
of insurance claims caused by the blaze. 

For more information on fireproof 








Service Card. 
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JS ENVELOPES \ thought CD atistin 


Continuous form envelopes 
speed up mail processing 

A conventional open side envelope 
mounted on a continuous form, pro- 
vides “automation in addressing.’ The 














envelopes are mounted on a marginal 
hole punched carrier sheet by means 
of special perforated wings. The seal 
flap of each envelope is placed under 
the preceding envelope. 


Irreplac eable 


papers and_ records 
intact from the fire- 
ofices of the Curtiss Candy 
Company, Chicago. Safes salvaged from 


were recovered 


gutted 


the debris had withstood a night-long 
blaze, tons of water poured into the 
building by firefighters, and a_three- 
story drop. 


The entire interior of the building 





collapsed. Safes on the second and third 
stories fell to street level, and then were 


Designed primarily for tabulating 
buried in the ruins. The 


use, the envelope can be run through 
any printer, tabulator, or typing device 
equipped with a pin-feed platen. The 
envelopes are delivered fan-fold style. 

There are two machines available to 
facilitate the 


burning 


records, papers, and ledgers contained 
in the safes, survived the fire in excel- 


removal of envelopes 
from the carrier sheet. For the moder- 
ate user, a hand-operated model re- 
3000 envelopes 
an hour from the carrier sheet and al- 


moves approximately 


lows the envelopes to stack in tabulat- 
ing order. The flaps are extended to 
facilitate stuffing operations. 

A power model folds down the flaps 
of the envelopes as they are stripped 
from the carrier sheet so that the en- 


velopes can be used on automatic in 





serting machines. For very small quan- 
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always on hand 
to keep costs in hand 


I 


Yes, you can determine 
production costs to the penny 
accurately, economically with 

Calculagraph—the only job time recorder that automatically 
computes, prints and records ELAPSED time—to the minute. 





For fast, dependable cost control, investigate, install, 
Calculagraph—it can keep costs in hand, mean greater profits 
to you. Ask our representative to show you how. 


Write today for catalog to Dept. M 


Agents in Principal Cities 


CALCULAGRAPH 


hh Mara 


HARRISON, N. J. 
STANDARD OF ACCURACY SInceE 1892 f 


(Circle 563 for more information) 
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Is this man a’ Loafer’? 


POU CUTE 


Some men think best with their feet on the desk. 
But most people have to assume this posture be- 
cause their chairs or desks are uncomfortable. 
Even with his feet on the floor, the uncomfort- 
able person wastes a lot of time. He gets tired 
easier, his efficiency drops. 


Fy“ Built Like 0 
Skyscraper” 


GHAW-WALKE 


Not necessarily. When a man has to put 
his feet on his desk to get comfortable 
his desk or chair may be at fault 





Shaw- Walker New Low Desks and 
Correct Seating Chairs are time- 
engineered to compel the most rest- 
: ful, healthful position, daylong. 
: The man or woman who uses 
; them is more alert. They can’t help 
but turn out better work, faster. 

It’s the same with all the other 

Shaw-Walker equipment—files, payroll equip- 
ment, systems, Fire-Files. They’re made to help 
office workers get more done, more easily, more 
quickly. Get the facts in our 292-page Office 
Guide. Free, when requested on business letter- 
head. Write Shaw-Walker, Muskegon 74, Mich. 


Largest Exclusive Makers of Office Equipment 


Muskegon 74, Mich. Representatives Everywhere 


(Circle 608 for more information) 








tity runs, they can be manually re- 
moved from the carrier sheet. 

Continuous envelopes come in sev- 
eral sizes and are available in both first 
and third class mail styles. They are 
ideal for such mailings as annual 
stockholders’ reports, management let- 
ters and bulletins to employees, ad- 
vertising and sales letters to customers, 
and for payroll purposes. 

For more information, circle number 
692 on the Reader Service Card. 
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JF copying tet OB atertin 


Table model whiteprinters 
reproduces 32 feet per minute 

Two new low-priced table model 
whiteprinting machines expose and 
develop ammonia type whiteprints up 
to 32 feet per minute. One model fea- 














tures automatic copy separation, mak- 
ing it a one-step feed machine; the 
other requires manual copy separation. 

A stainless steel perforated plate, 
with slip screen and ribbed rubber 
sealing sleeve, conveys prints through 
the ammonia chamber. The machines 
will reproduce and dry in seconds, any 
translucent copy such as engineering 
drawings, tracings, maps, letters, etc. 

For more information, circle num- 
ber 684 on Reader Service Card. 
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S EXECUTIVE \ cg © atertin_ 


New literature of 
interest to management 


10 Ways to Cut Costs 
Wirn InsiweE TELEPHONES 








A new booklet tells how 10 organiza- 
tions, each in a different line of busi- 
ness, saved money with a_ privately 
owned, rent-free dial telephone system 
used exclusively for “inside calls.” ‘The 
system steps up production, saves man 
hours, cuts costs, improves customer 
relations, and effects further benefits. 


For a free copy, circle number 
698 on the Reader Service Card. 


MANAGEMENT METHODS 

































wre 
Cn eé 


‘“..men and machines don't 
work in a vacuum. Though 
you may saturate your Work 
Stations with skilled workers 
and modern tools, they can 
produce efficiently only when 
‘community’ factors like traffic 
control, and adequate lighting, 
and proper communications — 
and even creature comforts — 
are properly integrated.” 


PLANNING IDEAS 
IN THIS ISSUE 


Foldaway drawing board 
for executives: For the ex- 
ecutive who occasionally has 
to “rough out” sketches or 
plans, here’s an ideal set-up 
for use with your regular 


Ball bearing table facili- 
tates packing: Easy rolling 
ball casters mounted on a 
packing table permit one man 
to handle heavy cartons .... 


New products for work 
center: Executive office rug. 
Abstract art finds its way into 
executive carpeting to har- 
monize with modern interiors 59 
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A convertible 





To adapt the room for conferences, the table and desk of identical design are placed end-to-end to provide seating for 12. 


executive office 





conference room 





How modular furniture permits an open area private office 
to be equipped as a dual purpose room 


ees Modular furniture in a 
dual-purpose executive office provides 
Bruce Payne and Associates, Manage- 
ment Consultants, with functional flex- 
ibility in the new interiors designed by 
Emily Malino. The room functions as 
a private office, a small conference room, 
or a large conference room, by merely 
changing the arrangement of a modular 
desk and similar conference table. 
When the office is used as an auxil- 
iary executive office, the smaller of the 
two table-desks is placed at right angles 
to the other. In this case, the conference 
desk can very comfortably accommo- 
date six people at a meeting, in addi- 


tion to permitting the private desk to 
be used. 

When a large conference is needed, 
the two table desks are placed together, 
lengthwise, and accommodations for ten 
or twelve people are quickly and readily 
accomplished. 

The lighting is equally flexible. It 
can be changed to adapt to either of 
the two working arrangements. A ceil- 
ing track runs the length of the room 
and the fixtures are adjustable hori- 
zontally. The upholstery and the dra- 
peries are brightly colored to contrast 
with the beige and walnut of the tables 
and cabinets. m/m 


The same room above shown as a semi- 
private office. 





CLARK lowers costs, 
lifts morale with COTTON TOWELS* 





*Fairfax Towels used by 
Clark Equipment Company 

are supplied by Banner Linen Service, 
Battle Creek, Michigan 


@ From the Industrial Truck Division of Clark Equipment Company, Battle 
Creek, Michigan, comes a wide variety of fork lift trucks for the Army, 
Navy, Air Force and industrial users. With over 2,000 employees and a vast, 
sprawling plant, management is naturally concerned with high housekeep- 
ing efficiency and the well-being of its “family.” To meet both requirements, 
Clark sees to it that fresh Fairfax cotton towels are always available in all 
plant and office washrooms. 

On the efficiency side of the ledger, Clark finds that cotton towels reduce 
costs, require little storage space, no inventory. On the employee relations 
side, they know their employees like the comfort and freshness of cotton, 
like the better appearance of their rest rooms. 

Let the experience of sound management be your guide—give the towel 
job to cotton in your office building, plant or institution. For free booklet on 
how cotton towel service will help you, write Fairfax, Dept. G-5, 65 Worth 
St., New York 13, N. Y. 

Here’s How Linen Supply Works... 

You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 
or TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 





] Yh 
we v 
Faitrtux:-lowels 
A PRODUCT OF WEST POINT MANUFACTURING CO. 
WELLINGTON SEARS CoO., SELLING AGENTS, 65 WORTH STREET, NEW YORK 13 


(Circle 621 for more information) 














THE MAN 
Herbert Fischback 


THE COMPANY 
Herbert Charles & Co. 


THE DESIGNER 
Melvin Dwork, Al.D., 


Michael Saphier 
Associates, Ine. 
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LUXURY MATERIALS and efficient lay- ma 
out in the executive offices of for 
Herbert Fischback reflect the per- 
sonality of the man. Fischback, ad) 
who in his 20’s was responsible for eX¢ 
the construction of the world’s on 
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largest single apartment house, 


Schwab House, believes in the ro- 

mance of business and the necessity 

[ for carrying out everyday functions. 

His spacious L-shaped office is 

adjoined on either side by another 

r executive office and is accessible, in 

S one case via sliding glass doors, and 

in the other via a short inner cor- 

ridor. Thus, executives can reach 

each other, or enter the conference 

room, without passing through the 
reception area. 

The office floor is of Maryland 
green marble. Specially designed 
walnut enclosures containing ad- 
ministrative materials, hide the 
windows, a full bar, and a kitchen- 
ette. An original, commissioned 
sculptured panel by the noted 
artist Constantino Nivola, stands 
next to a built-in TV set. The desk, 
in the corner, gives Mr. Fischback a 
dominant view of the office. m/m 
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Arnot PARTITION-ettes*+ make 
possible a completely new way of life 

in the office for you and your 
employees. Free-standing, completely 
flexible and ideal for big or little 
offices, PARTITION-ettes will help solve 
your space problem economically 

and quickly. 


An Arnot installation is a simple one, 
will not interfere with existing 

lighting, heating or air-conditioning 
facilities, you can always change 

floor plans with ease... and, your 
Office staff is truly alone 

together because with PARTITION-ettes 
they can be in close touch and, 

at the same time, work without 
unnecessary interruption. 


See Arnot PARTITION-ettes, Modular 
Office Furniture and 
OFFICE-ettes++ at your local office 
furniture dealer. 


Free! 


i gexet 


Send for new 


colorful brochure show-casing 


Arnot Modular Furniture, 
PARTITION-ettes and 
OFFICE-ettes. 


A NEW WAY OF LIFE IN THE OFFICE 





...PEOPLE ALONE TOGETHER 


 linaececaeamae P . € 






AETNA STEEL PRODUCTS CORPORATION 
Arnot-Jamestown Division 
730 Fifth Avenue, New York 19, N.Y. 


Name and Position 








Address 








City Zone State___.. 
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"pat PENDING TIRADE MARK TTLICENSED UNDER DUPONT PATENT 
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3p ANNUAL 


“Best place to work a 


for outstanding examples of office layout and planning 


2 MAJOR AWARDS 


Best integrated general offices—small firm—occupied by a firm with fewer than 100 office employees. 





Best integrated general offices—large firm—occupied by a firm with more than 100 office employees. 





8 SPECIAL AWARDS 


Best general offices in a suburban location—offices for a firm of any size. 





Best branch office—any size firm. 





Best executive office or suite—for one man or for a group of executives whose offices are adjacent to 





one another. Any size firm. 


Best clerical work center—a single department or the entire clerical operation in a firm of any size. 





Best employee lunch /lounge area—in a firm of any size. Entry may be of separate lunchroom, lounge, 





cafeteria, coffee bar, or a combination of any of these areas. 


Best board or conference room—in a firm of any size. Area may be for large groups or small confer- 
ences, or a combination of the two. 





Best reception room—in a firm of any size. Area may be for multiple use or reception only. 





Best “special situation” solution—in a firm of any size, which shows a practical solution to an un- 





usual problem in design or layout. 


What makes your firm a 
“Best place to work’? 


These awards aren’t concerned with 
merely “beautiful” offices. But they are 
designed to demonstrate how well-planned, 
properly integrated offices improve em- 
ployee productivity and morale. 

If your company has done an outstand- 
ing job in any of the categories listed 
above, here’s a chance to win recognition 
and—at the same time—gain favorable 
employee, public and stockholder publicity. 
Winning entries will be published in 
MANAGEMENT METHODS. 


It’s easy to enter 


Elaborate entries or costly photographs 
are not necessary. Just have the pertinent 
person in your firm—or your architect or 


designer—fill in the official entry blank 
and clip to it a few photographs, snap- 
shots or sketches. That’s all! Contest 
closes July 20. All entries must be on the 
official MANAGEMENT METHODS entry 
blank. You can get an entry blank by cir- 
cling number 650 on the Reader Service 
Card bound in this issue. 


Who can enter 


Entries may be submitted by a company, 
an architect, or an office designer. The 
awards will go to the winning architects or 
designers. Plaques will be sent to both the 
company and the architect or designer. 
More than one entry can be submitted. In 
addition, all entries will be automatically 
reviewed by the judges for possible con- 
sideration in categories other than the one 
specifically selected by the entrant. 


(Circle 650 for more information) 


FOR ENTRY BLANK 


and rules please circle No. 650 
on postage-paid Reader Service 


Card bound in this issue. 


CONTEST EDITOR 


Management Magazines, Inc. 
22 West Putnam Ave. 


Greenwich, Conn. 


ENTRIES CLOSE JULY 20, 1956 











Foldaway 
drawing board 
for executives 


A new drawing board slides into the 
drawer beneath a desk or table, and 
pulls out at a moment’s notice, pro- 
viding economical use of working 
space. It was designed particularly for 
executives and supervisory personnel 
whose jobs call for a little drawing or 
drafting in addition to regular desk 





duties. It also provides extra foldaway 
work space for crowded studios and 
drafting rooms. 

The new unit consists of the com- 
plete drawer, drawing board, and paral- 
lel rule. It can be easily bolted or 
screwed to any conventional desk or 
table top. When folded away, the 
drawing board cannot be seen. 

Self-contained suspension _ fixtures 
are equipped with nylon roller tracks 
to permit easy gliding. The drawing 
board itself, attached to the drawer by 
hinges, moves into position on the 
desk top at a nice working slope. 

For more information, circle number 
696 on the Reader Service Card. 


Ball bearing table 
facilitates packing 
heavy containers 


A new strapping table top enables 
the operator to stand in one position 
while rotating heavy containers for 
packing or strapping. Constructed of 
metal clad plastic, the table contains 61 
one-inch ball casters on which pack- 
ages are placed. These easy-rolling 
casters extend 34” above the table sur- 


MANAGEMENT METHODS 


we 





face and are mounted in a staggered 
pattern on 3” centers. 

The table provides a valuable safety 
factor, reducing the effort necessary to 
handle heavy packages. This eliminates 
the possibility of strains caused by man- 
handling the package for a right angle 
turn. The table top may be mounted 
on a permanent or portable base or in 
conveyor lines. A metal strap guide can 
be used as optional equipment to facili- 
tate feeding the strap. 

For more information, circle number 
687 on the Reader Service Card. 





New products 


ning for work center 
idea application 


New executive office rug 
complements modern furniture style 


A new rug design for executives is in line 
with the current trend of extensive use of 
carpeting in the office. It also provides im- 
pressive and sympathetic floor base for the 
modern styles in office furniture. Its unusual 
Japanese-style design subtly conveys the 
impression of an outdoor stone walk, and 
gives the office an easy atmosphere. 

A modern, geometric layout, this 7-row 
highest quality Axminster rug is designed 
by Hans Moller, distinguished abstrac- 
tionist, in a variety of colors and sizes. 

For more information, write to Alexander 
Smith, Inc., 295 Fifth Ave., New York, 
N. Y., or circle number 686 on the Reader 


Service Card. 
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At the end of the day, do your office 
people have the same tempo, the same 
quality of output as at the beginning? 
They can, when you give them Art 
Metal Correct Seating Office Chairs... 
the chairs that are scientifically designed 
to provide fatigue-free comfort. 

The greatest comfort feature ever 
offered in office chairs is the “Tilt- 
Action”’ seat, exclusive with Art Metal 
in aluminum chairs. When you lean 





ASK US FOR OUR AUTHORITATIVE ll \ 
FREE BULLETIN --- f¢eporting on a oP oad % 
study of correct seating posture and a ° 
its effect on office work production. we 


Write Art Metal Construction Company 
Jamestown 4, New York. 


WANTED 


by every office worker: 



























back your feet remain on the floor... you 
enjoy complete in-place relaxation. 

Art Metal’s “Live-Action’’ back is 
self-adjusting... rubber shock mounts 
“give” with the slightest movements, 
yet support the body in correct working 
posture. Seats and backs are correctly 
formed and cushioned with foam latex 
for coolness and all-day comfort. 

Art Metal chairs enhance the appear- 
ance of any office. Coverings feature the 


(Circle 629 for more information) 
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FATIGUE-FREE working comfort that helps them do a better job, EASIER 


finest leathers and fabrics in new deco- 
rator colors. Exposed aluminum is satin- 
finished and anodized. Nineteen styles 
for executive and general office use. 
Find out now how Art Metal Correct 
Seating Aluminum Chairs can help you 
reduce office costs through elimination 
of working fatigue and loss of efficiency. 
Your local Art Metal dealer or branch 
office is listed in the Yellow Pages under 
“Office Equipment’’...or write us. 


For 68 years 
the hallmark 
of the finest 
in office 
equipment 
and systems. 
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LOELY: 


Cosco Chairs are ‘Office fashioned’ —designed 
by seating engine ers to reduce fatigue, increase 
work output—mass-produced by skilled crafts- 
men for greater quality and value! A free trial 
will convince you that Cosco Chairs look better, 
feel better, wear better than others costing twice 
as much, Give ‘Office fashioned” seating a try. 
Call your Cosco dealer or mail coupon today! 





Find your COSCO dealer in yellow pages of phone book 
or attach coupon to your letterhead 


| HAMILTON MANUFACTURING CORPORATION, Dept. MM 56 Columbus, Indiana | 


| (.) Without obligation, | would like a COSCO Secretarial Chair | 
| on free 10-day trial. | 


| 0 | also want free trial on Executive Chair |_| Conference Chair | 


fa ~] 22-L General Chair [_] Full information on COSCO Chairs | 
Firm ; 
| By | 
Address 
| Also available in Canada, Alaska and Hawaii through authorized COSCO dealers. | 
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TO HELP YOUR 


Model 18-TA 
Executive Posture 


($51.45 in Zone 2 


Model 20-LA 
Conference Arm 
Chair 


$28.95 


( $30.95 in Zone 2) 


) 




















Model 22-L 
General Chair 
$12.95 

($13.95 In Zone 2) 


(Zone 2—Texas and 11 Western States) 
COPYRIGHT, 1956 


(Circle 580 for more information) 


SECRETARIES FEEL BETTER...WORK BETTER! | Is your company 


open to attack 





Survey reveals lack of 


adequate preventive steps 


Nepotism originally 
meant placing one’s nephew in a posi- 
tion of authority. The practice was so 
prevalent at one time that the Roman 
Catholic Church had a title of ‘Cardi- 
nal Nephew’”’ for its secretary of state, 
a post that was given to a favorite 
Eventually, of 
course, the practice was abolished. 

Nepotism in business is pretty much 
the same thing. It means placing rel- 
atives in high positions without regard 
to their qualifications to hold such posi- 
tions. Why is it to be condemned? The 
answer is obvious. Non-qualified exec- 
utives can detract very much from an 
efficient management. 

A recent survey by the American In- 
stitute of Management reveals that al- 
most 12,000 American firms are al 
tial victims of nepotism. The threz 
exists in each of these firms ea a 
relative of a principal occupies a high 


nephew of the Pope. 


position in the firm. Obviously, not 





‘j...the case of the 
dissipated echo! 


poor soul just 
wasted away when 
he ran into a 
Soundex Partition, 


SOUNDEX 
PARTITIONS 


SOAK UP NOISE 
aes LIKE BLOTTERS 
5 SOAK UP INK. 
Perforated surfaces 
plus acoustical core 
\ turns the trick! 


cena innanes 










WRITE FOR 
FREE CATALOG TODAY. 


e 
SRL li IM 
2417 Eastern Ave. S.E. 
Grand Rapids, Michigan 


(Cirele 578 for more information) 





Vibration's fine 
for breaking 
concrete... a 
but it's out 4 
of placeina § \\ wat : 
business office! yt 


ARE You HAVING VIBRATION TROUBLE 
- WITH HEAVY OFFICE MACHINES ? 
Usually it's the stand ....not the machine! 





HERE'S THE ABSOLUTE ANSWER! 








At better dealers 
everywhere 


e Heavy-duty 
stand designed 
especially for | 
today’s electric | 
typewriters and so@ 
bookkeeping 3 
machines. 


e@ Absolutely 
vibration-free. 


Tremendous 
strength through 
super rigidity of 
construction. 


Model 8002 


With 1 drop leaf— Model 8000. 
Also available 35 44" height. 


STAND CO. 


7350 FORSYTH ST. LOUIS 5, MO 


TIFFANY 





(Circle 626 for more information) 
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every relative of every executive is in- 
competent or will directly detract from 
management’s efficiency. The survey re- 
veals only that relatives of high officers 
are employed in 12,000 firms. 


AIM conducts survey 


a 

To determine this figure, the AIM 
screened the more than 20,000 Amer- 
ican and Canadian businesses in Poor’s 
Register of Executives and Directors. 
They established the presence of rel- 
atives in 12,000 of these companies, and 
then screened out those which were 
founded or purchased directly by rel- 
atives. In these cases, nepotism cannot 
be considered a factor. The remaining 
firms all contained close relatives of 
the high officers. 

On the other hand, the AIM found 
only 28 companies in its survey which 
had written policies forbidding the em- 
ployment of relatives. However, it is 
equally true that many firms, without 
written policies, take behind-the-scene 
action to protect against nepotism. A 
good example of a company with a 
firm anti-nepotism policy is the Car- 
rier Corp. Written company policy pro- 
hibits employment there to relatives of 
key executives, personnel administrators 
and confidential employees. Relatives 
may not work directly under each 
other’s supervision. The company 
places time limitations on any breach 
of anti-nepotism policies, requiring 
either transfer or termination six 
months after the breach occurs. 

Actually, the problem is much more 
complicated. Each company has its own 
set of relationships between the public, 
stockholders, the Board of Directors, 
and the operating management. It is 
management’s job to see that the com- 
pany finds and holds the best possible 
executives. A strict adherence to this 
line would be the most desirable course. 
However, compromises forced by the 
facts of business life are quite often re- 
quired from management. m/m 
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Better Built for 
Better Business 


There's an ASE Dealer 


Neor You 





Colors...Styled Custom Tops 
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Rich, new executive. colors . . . Ebony, Sea Gray and 
Bronze Tan... create an air of dignity, elegance and distinction in your executive 
office. New, modern desk top materials, Linoleum, Textolite and Formica in plain 
colors and patterns. Colorful homespun upholstery fabrics enrich the chairs in 
your executive office. 


The large desk top has more work space and it doubles as a conference area with 
all your data close at hand. ASE executive furniture combines facilities for efficient 
organization, ready accessibility of records, maximum working comfort, impres- 
sive appearance and modern efficiency. 


ALL-STEEL EQUIPMENT INC. 25 


Aurora, Illinois 
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COLITHO PLATES 


STREAMLINE SHOP ORDER SYSTEM 


ne ywell 


one 


The Minneapolis-Honeywell 
Regulator Company, Appliance 
Controls Division, Gardena, Cali- 
fornia, installed Colitho Offset 
Duplicating Plates to add speed 
and flexibility to its heavy volume 
shop order system. 
Non-variable information is 
typed on the “Parts Fabrication 
Order’’— a preprinted Colitho 
Paper Plate. Variable information 
is written on the master plate for 
the first order. Necessary work 
copies, plus a NEW MASTER are 
made from the first plate. The new 
master, without the variable infor- 
mation, is filed awaiting future 





orders of the same part. The copies 
are sent to the various departments. 
This enables each department to 
use its copy as a record of its own 
production. 

Thus, information basic to all 
departments is reproduced quickly 
and efficiently. All chance of tran- 
scription errors and need for re- 
typing and additional proof-read- 
ing on future orders is eliminated. 
Uniform, original-looking copies 
—in perfect registration and in any 
amount desired—are obtained. 
New preprinted Colitho Plates are 
made from original plates when 
needed. 


This case history demonstrates the economy and efficiency that countless 
businesses now enjoy through the use of Colitho Plates. We have a collec- 
tion of these factual stories which you will find packed with valuable ideas. 
Just use the coupon and you'll receive your copy of the Colitho Idea 


File promptly. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


ee, 
COLITHO DIVISION, COLUMBIA RIBBON AND CARBON MFG. CO., Inc. ~, : wu a9 
595A Herb Hill Road, Glen Cove, N. Y. 


Okay, rush the Colitho Idea File. 


Name 








Company 





Address. 





City 


Zone State 
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NAF’s Formica Management Club 


actively pursues cost reduction 


How a Foremen's Club 


cut cosTfs 


EDITOR’S NOTE: The National Associa- 
tion of Foremen has been described as the 
“largest concentration of industrial know- 
how in the world.” Its membership includes 
67,000 management men. Their purpose is 
to improve industrial “climates.” On the 
side of neither iabor nor management, the 
Association sponsors many programs to 
attain its goal. Officers are trained to make 
the most of their positions in dealing with 
top management. Specia! seminars, confer- 
ences, and conventions are held regularly 
to promote the Association’s objectives. 
The following article outlines one case 
where the NAF’s efforts paid off for both 
management and employees. 


CE Several years ago, a 
member of the Formica Company Man- 
agement Club pointed out at a weekly 
meeting that the reject rate of laminated 
plastic sheeting had hit a dangerous 
high of 13 percent. The reason for 
most of the rejects was dirt, dust, and 
other foreign material. 

The club president appointed a com- 
mittee which investigated the situation 
and recommended the club start a 
“good housekeeping” program. The 
club set up its own system of checks and 
standards. Club inspector-teams made 


regular trips through all departments 
to grade the departmental housekeep- 
ing. On the first inspection, not a single 
department passed. 

Then the club made specific recom- 
mendations to executive Management: 


1. Centralize employee lockers. 


2. Replace straw brooms for floor-sweep- 
ing with vacuum cleaners. 


3. Install better exhaust fans. 


4. Encourage everybody to take pride in 
an orderly factory. 


5. Provide bigger and better trash re- 
ceptacles. 


Executive management wholehearted- 
ly endorsed all the recommendations— 
and asked for more. Immediately, the 
reject rate dropped. Within a couple 
months, the reject rate improved 40% 
—it dropped from 13% to 8%. The club 
set up a permanent good housekeeping 
committee, which is still in operation. 

This approach to a management 
problem is typical of what NAF clubs 
do. Like all NAF clubs, the Formica 
Company Management Club at Cincin- 
nati, Ohio, lists everybody from fore- 


47% 


Although sales increased only 5% in 1954, Formica’s 
net profit went up by 47% that year. The company credits its 
management team with a major role in this 


successful operation 


5% 


SALES UP 2 PROFITS UP 
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men to the Chairman of the Board on 
its membership roster. The club holds 
weekly one-hour meetings. These meet- 
ings, right after lunch at the plant, are 
business sessions. But once a month, the 
members get together to enjoy them- 
selves at dinner and to hear a good 
speaker, often furnished by the NAF. 
Che first-level supervisors run the club; 
executives can't hold office. 

After 18 months of a_ better-kept 
Formica house, the safety director spoke 
up at a management club meeting. He 
called to the members’ attention that 
during the 18-month period prior to the 
housekeeping program, Formica had 
lost 13,464 man-hours from lost-time ac- 
cidents. But since the start of the pro- 
gram, the company had not had a 
single man-hour lost from on-the-job 
accidents. For the first time in company 
history, Formica began winning na- 
tional and state safety awards. 

Elated over this successful project, 
which saved the company many thou- 
sands of dollars every month, the club 
launched another campaign to reduce 
the cost of factory supplies. They cut 
out waste at the first-level source, and 
reduced the monthly factory supply 
bills by 30%. The waste of factory sup- 
plies was halted the right way—by co- 
operative effort and new procedures, 
not by management decree. 

Last year, the club tackled a harder 
project than any previous one. It was 
to prevent scrap. The .management 
group took a long time to plan the new 
program, and the club president was 
given full-time off his regular produc- 
tion job in order to direct the scrap- 
prevention program. At his _ first 
meeting with his special committee, he 
pointed out the fact that the cost of 
scrap is paid out of profit. Often, dif- 
ferences in competitive prices may be 
directly related to differences in control 
of the procedures causing scrap. 

The club surveyed the whole factory 
operation and began gathering facts for 
three fields of action: 

1. Dissemination of information to all 

employees concerning scrap. 

2. Educational programs on ways and 

means of handling problems resulting 

in scrap. 

3. Development of a study of production 

conditions and the coordination of effort 

to practical action. 


(Next page, please) 
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Why does a carpenter need so many files? 


The nine files pictured dramatize one basic fact 
in carpentry: 

There are many types of rough edges, and to smooth 
them down takes a different file for each. 


Obviously, the carpenter has to be versatile and 
skillful in the use of each type of file. 


In a way, your Roytype salesman is like a car- 
penter, for he too is a master craftsman in 
smoothing down the rough edges in the operation 
of office equipment. 


And he is also versatile. He has at his command 
a variety of tools especially designed by Roytype 
to make hard jobs easier and smoother. 


His tools comprise a multitude of inked ribbons 


for every type of office machine and many dif- 
ferent kinds of carbon paper... not only for all 
types of typewriters but also for all types of 
bookkeeping machines and duplicating processes. 


When you talk to him, you’re talking to a de- 
voted expert . . . devoted to giving you the best 
job possible at the most economical price . . . and 
expert in applying his vast knowledge to your 
specific problems. 


CYA 


Roytype, a department of Royal Typewriter Company, 
Division of Royal McBee Corporation. 


R 
ROYTYPE®...quality supplies 
for all business machines. 





(Circle 601 fur more information) 











Irvington is irked— 


Irv’s an A type...early bird, percolates best 
in the morning... feels frustrated waiting a half 
hour or more before he gets the incoming mail 
so he can plan his day.. 

Time taken in opening mail can waste the 
time of a lot of people... makes the handy PB 
MailOpener a real economy . .. Opens envelopes 
as fast as you can feed it... trims a thread-like 
edge off any size env elope, takes thick or thin in 
stride ... compact, good looking, precision-built 
to last for years ... The MailOpener helps get 
the mail distributed earlier, and the office get 
going earlier! ... Three models, call any PB 
ofiice, or write for free illustrated folder... 


FREE: Handy desk or wall chart of postal 
rates with parcel post map and zone finder. 





) 


= = PITNEY-BOWES 
7 = MAILOPENER 


PiITNEY-Bowes, INC., 
4558 Walnut St., Stamford, Conn. 
Electric .- originators of the postage meter 


Model LE «+ Offices in 94 cities in U.S. and Canada 
(Circle 595 for more information) 
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membe ilisbaatins atatasterat: 
simpler, more economical. But get 
the whole story. Write today for 
illustrated iteranine. 














Now, with MOBILE TRAY CARRIER, shown above at left and 
right, thousands of additional cards are instantly available to 
operator in the same floor space. Capacity increases as much 
as 60%. Optional CENTER LEG enables you to join, as. shown 
oto, two or more Speedafiles in one opens unit. te eee ee 
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The club’s official reasoning 
can be seen in this excerpt from 
its first report on the new pro- 
gram: 

“To the machine operator under 
pressure of production, lack of 
training, inadequate instruction, 
faulty tooling, poor material, or 
other cause, s¢ rap is just an tnect- 
dent in the day’s work—no different 
from any other scrap. 

“But there is a difference. That 
scrapped material has served no 
useful purpose. It ts a destruction 
of material and labor with no com- 
pensating values. It has cost the 
company material and time which 
must be paid for out of profit. 
has made a customer wait. It has 
used labor and equipment. 

“Assuming a six percent profit, it 
not only does not produce its six 
percent, but it absorbs the profit 
on approximately 15 other jobs of 
like size to pay its cost. 

“Since it requires $100 in sales 
to net the company $6, every dollar 
lost in scrap requires $16 in sales 
to absorb it.” 

Digging straight into the basic 
reasons for scrap, the Formica 
Management Club made short 
work of the problem. Instead 
of truckloads of scrap being 
hauled away from the two For- 
mica plants daily, a man now 
can easily carry the total day’s 
scrap out in his trouser pocket. 

Formica’s net profit went up 
17°% in 1954, although sales had 
gone up only 5%. The club and 
company presidents both re- 
ceived the NAF “Management 
Team of the Year’ award for 
1955. Daniel J. O’Connor, Jr., 
Formica company president, 
credits his management team 
with a major role in creating 
the proper “industrial plant cli- 
mate” in which executives and 
foremen can sit down and com- 
municate with one another in 
an atmosphere of absolute faith, 
confidence and respect. m/m 


Note: The Formica Manage- 
ment Club has been selected 

“Management ‘Team of _ the 
Month” for May by the Na- 
tional Management Association, 
which is the new name of the Na- 
tional Association of Foremen. 


TOPS IN EFFICIENCY AND VERSATILITY 





EMMERT DRAFT -RIGHT UNITS 


EMMERT Draft-Right Units bring to the drafting 
rocm the ultimate in versatility and efficiency. 
These attractive, all-steel units provide the 
operator with everything needed, instantly available 
without rising from the chair — drafting  instru- 
ment ... adjustable, counter-balanced drawing board 
+... reference area ... tool and storage space. 
Versatility in arrangement is provided, too. 
EMMERT Units may be assembled in either right or 
left hand arrangements. Change-over from right to 
left may be accomplished easily by your own per- 
sonnel. 
Finished in a rich grey with mist green linoleum 
tops, these units blend perfectly with any color 
scheme. 


Write Department M for Bulletin No. 800 


"a MMERT DRAWS THE ACCURATE LINE 


EMMERT MANUFACTURING COMPANY 


WAYNESBORO, PENNSYLVANIA 
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in 
man-equipment 
hours 

with the new... 


HYORAULIC TRUCK LOADER 


HYDRAULIC 
TRUCK LOADER 


@ Loads itself—or others 


@ 3,000 Ib. capacity 
@ Years of proven performance 


Write for 
The LoDaL hydraulic truck loader can load itself and other Catalog 8 


trucks as well. Loads the heaviest types of material in just 
a few minutes. On short haul and scattered yardage opera- 
tions, the LoDaL will outperform other types of machines. 
Unmatched economy with ONE MAN and ONE MACHINE 

. . for such jobs as loading sand or gravel, coal handling, 
cinder removal . . . and many other daily industrial tasks. 





LoDal Inc., Norway, Mich. 


(Circle 584 for more information) 
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LAST DRYING 
LUMINALL 


CONCRETE 
FLOOR PAINT 



































FACTORIES 
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Decorates and preserves in- 
terior and exterior concrete 
floors, patios, primed wood 
porches and decks. Dries 
dust-proof in 40 minutes, 
walk-proof in an hour, traffic- 
proof overnight! Fast, easy 
application with brush, roll- 
er, floor brush. No special 
washes or etching needed. 
Nonflammable! Eight popu- 
lar colors that wear like iron, 
last for years! 


SHIPPING AREAS 


f FREE 62-CHIP COLOR CHART 

Zee ON gatos 9, * Features Luminall Concrete Floor Paint, 
Satin Luminall and Ready-to-Use Luminall 
for walls, ceilings, trim; Outside Luminall 
for exterior masonry, asbestos shingles and 
siding. Write today for your free copy. 


LUMINALL PAINTS ovep:. 106 


3617 SOUTH MAY STREET - - = = = CHICAGO 9, ILLINOIS 
Newark 5 ° Dallas 7 e Los aiecsauita 1 


(Circle 590 for more information) 7” 


FOR ALL YOUR NEEDS IN 


GUIDES 


Stock Sizes Or Made To Order! 
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F Guaranteed by 
Good Housekeeping 
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wor as ADVERTISED 

















AICO’S 
One 
Reliable 
Source 
of 


Supply! 


























They are GUIDE Sp ecialists ! 


e HORIZONTAL AND ° , GUIDES 

VERTICAL GUIDES e OPEN SHELF Alaa GUIDES 
e CARD GUIDES e SYSTEMS GUIDE 
e CHECK FILE GUIDES ° TABULATING GUIDES 


For Special MADE TO ORDER GUIDES, send 
your specifications for prompt, free quotations! 


FREE! For Free literature, samples and name of your 
© nearest Dealer, write Guide Section, today! 


“BAH GE 97 Reade St. 


426 S. Clinton St. 
INDEXES 





New York 13, N. Y. 
Chicago 7, Ill. 
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A primer on 


Conference situations 


How to deal with problem types 


by Homer Smith, 


Merchandising Manager 
National Stationery & Office Equipment Association 


JMOL 


ll Occasionally you may run into 


one or more of the following conference prob- 
lems. If you are already briefed for them, they 
can be easily overcome. Take a tip from the sad 
experience of many beginning trainers. Squelch 


that human desire to snap a “clever” 


sarcastic 


retort or to assist in embarrassing humor. Get- 
ting a few laughs is never profitable if secured 
at the expense of one of the group. Sarcasm, ridi- 
cule and embarrassment cut deep, lasting wounds. 
They have no place in progressive training. 


The know-it-all 


The guy who likes to 
argue 


The resentful man 


SOLUTION 


Encourage others to comment on his re 
marks. They'll take care of him. Ask him 
for his reasons. If he really does know 
and is not bluffing, cherish him. With 
proper handling he will keep the pro- 
gram moving. 





Above all, keep cool. He often likes to 
cross you up. Use questions to draw him 
out. When he makes a foolish statement, 
turn it over to the group. Ask for ma- 
jority opinions. Arguments are healthy if 
controlled but cut them off when they 
start getting personal. 





Tactfully interrupt and ask others to 
comment. Fail to recognize him. Give 
him a job to keep him busy, like writing 
down cases that come up. Ask another 
member to mention it to him later. 





Call on him by name for an opinion. 
Ask an easy or leading question. Praise 
him for contributions. Be especially care- 
ful not to embarrass him. 





Occasionally a salesman resents ‘‘going 
to school.’ Get him to feel that his ex- 
perience can be valuable to the others, 
that the purpose of this new type of 
training is to pool experience. Use him 
as a ‘good example’’ to stir his pride. 
Talk over ideas with him outside the 
conference. 





Ask direct questions about his system 
or customers. Ask for his advice or quote 
him. Mention a good job he has done. 








Superbly streamlined, ondubingly efficient, Apsco’s 
Premier Portable pencil sharpener and Twenty-O- 
Two stapler are more than attractive desk mates 
for today’s executive . .|. 


Todby’ s top echelon teams select these Ave! 
built units that are 


oor nila 


Apsco products inc. 


LOS ANGELES, CAL., ROCKFORD, ILL., TORONTO, CAN. 


(Circle 559 for more information) 
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safe, economical packaging 
FOR FRAGILE PRODUCTS-ANY SHAPE-ANY SIZE 


Vertical-Horizontal suspension safeguards your 
relgele lta mis Melale Melt] Mel maelaiels Fewer packaging 


components required . . . pad folding eliminated 


RAP is engineered to your product and pretested by N 


Laboratory | Laboratory Developed and Tested Packaging | and Tested | Laboratory Developed and Tested Packaging | 


VANANT COMPANY INC. 953 5. wo 
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FORD CAVES 
/V£ WORKING DAYC 


EVERY DAY 
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L AMSON AUTOMATIC AIRTUBE SYSTEM 
TURNS THE TRICK 


Cards, forms, records—all types of written messages travel between the most 
distant parts of the big, new Ford plant in Mahwah, N. J. in 2 minutes—the 
Lamson way. By messenger, the same trip would take 20 minutes. 


Assembling 1100 cars and light trucks per day, the Ford Mahwah plant 
occupies 2,000,000 sq. ft. of space. Each of the 26 stations of the Lamson Auto- 
matic Airtube System sends or receives an average of 20 carriers a day. At 2 
minutes a trip, carrying time is 1,040 minutes a day. By messenger the same trips 
would take 10,400 minutes a day. Ford’s time saving is 9,360 minutes, 156 hours 
a day ...or 1942 working days, every day! And the Airtube System is always on 
the job—always covers the distance in the shortest possible time. 


Lamson Automatic Airtube Systems are quickly installed, with low initial and 
operating costs. Localized wiring saves time and expense because no wiring leads 
from a central location. Station controls consist of switch, power unit and deflector. 
More stations may be easily added as the need arises. 


FREE CATALOG/ 


Read how a Lamson Automatic Airtube 






System will improve the speed and efficiency 
of communications in your plant. Write & 
for the 52-page catalog “‘Airtube on Target.” “< 


FOR FREE INFORMATION 
CLIP TO YOUR LETTERHEAD > 







\ 
| 
Please send me your aticatl \ 
t. 
LAMSON \ catalog “Airtube on Targe \ 
CORPORATION 374s I 
3745 Lamson Street, Syracuse 1, New York \ 4 
— 
Plants in Syracuse and San Francisco \ eal 


Offices in Principal Cities 


(Circle 583 for more information) 





NEW PRODUCTS IN THE EDITOR’S MAIL 


New design boosts efficiency 


of payroll tax computer 





An approximate 75% increase in speed 
of computation is built into this desk tax 
computer. A multi-colored dial 
quick single line reading” of 
F.1.C.A. and withholding tax deductions. 
The machine operates on a drum chart 
principle, which is interchangeable within 
seconds for varying pay periods. 

For more information, write to Ayres 
Corp., Box 1081, Wilmington, Calif.; or cir- 
cle number 689 on the Reader Service Card. 


permits 
“window 








New hand microfilm scanner 


for the executive 





A hand unit for quick scanning of micro- 
film in aperture cards, in jackets or un- 
mounted, weighs five ounces and fits into 
an ordinary pocket. It affords a four-times 
magnification and can be used in any light. 
The unit makes possible the examination 
of an engineering drawing or other micro- 
filmed documents. 

For more information, write to Filmsort 
a Dexter icing Co., 50 South Pearl 

, Pearl River, 


the Reader Service Card. 


N.Y.; or circle number 688 


on 





ADVERTISING INDEX 


Acco Products, Inc. 37 
Agency: La Porte & Austin, Inc. 


Acme Visible Records, Inc. 30 
Agency: E. H. Brown Advertising 


Addo Machine Company 34 
Agency: The F. W. Prelle Co 

Aero Mayflower Transit Co. 4 
Agency: Caldwell, Larkin & Sidener-Van Riper, Inc 
G. J. Aigner Company 65 
Agency: The McNulty Advertising 

Air Express International Corp. 36 
Agency: Harry W. Graff, Inc 

All Steel Equipment Inc. 61 
Agency: E. R. Hollingsworth & Associates 

Aluminum Co. of America 3 
Agency: Ketchum, MacLeod & Grove, Inc 

American Lithofold Corp. 43 
Agency: Burlingame-Grossman Advertising 

APSCO Products Inc. 65 
Agency: Julian R. Besel & Associates 
Arnot-Jamestown 57 
Agency: Alfred J. Silberstein, Bert Goldsmith, Inc 
Art Metal Construction Co. 59 
Agency: Comstock & Co. 

The Automatic Electric Co. 5 
Agency: Proebstring, Taylor, Inc 

Best Place To Work 58 
Charles Bruning Co., Inc. 26, 27 
Agency: H. W. Kastor & Sons 

Burroughs Corp. 21 
Agency: Campbell: Ewald Co. 

Business Electronics, Inc. 42 
Agency: Don L. Burgess Advertising 

Calculagraph Co. 53 
Agency: Reid, Decker & Stocki, Inc 

Calumet Mfg. Co. 39 
Agency: The Martin Co. 

Columbia Ribbon & Carbon Mfg. Co., Inc. 14, 62 
Agency: E. M. Freystadt Associates, Inc 

Commercial Controls Corp. 7 
Agency: Hutchins Advertising Co 

Corbin Wood Products . 2 46 
Agency: Horton-Noyes Co. 

Cramer Posture Chair Co. . 35 
Agency: D. L. Goldsberry & Co. 

Cummins Business Machines . 48 
Agency: Waldie & Briggs Inc. 

Diebold, Inc. 20 
Agency: Penn & Hamaker Inc. 

E. 1. du Pont de Nemours & Co., Inc. 31 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
Eastman Kodak Co. 8, 9 
Agency: J. Walter Thompson Co. 

Elbe File & Binder Co., Inc. 32 


Agency: Kenneth L. Nathanson Associates 


Emmert Mfg. Co. ee 64 
Agency: William. H. Robson 


Filmsort Division, Dexter Folder Co. 38 
George B. Graff Co. 31 
Agency: The Eddy- Rucker-Nickels Co 

The General Fireproofing Co. 2 
Agency: The Griswold- Eshleman Co. 

The Globe Wernicke Co. 68 
Agency: Strauchen & McKim Advertising 

Graphic Systems 32 
Agency: Diener & Dorskind 

G R Products 60 
Agency: Norman-Navan Advertising 

The Haloid Co. 19 


Agency: Hutchins Advertising Co. 


Hamilton Mfg. Corp. 60 
Agency: Caldwell, Larkin & Sidener-Van Riper, Inc 


The Heinn Co. 10 
Agency: Morrison Advertising, Inc. 


Johns Hopkins Press 25 
Agency: Welch, Collins & Mirabile, Inc 


MANAGEMENT METHODS 





Lamson Corp. 
Agency: Chapman-Nowak & Associates, Inc. 


Lodal, Inc. 
Agency: R. C. Breth, Inc. 


Luminall Paints 
Agency: The John Marshall Ziv Co. 


Management Publishing Corp. 


Manpower, Inc. 
Agency: Fromstein & Levy 


Moore Business Forms, Inc. 50, 


Agency: N. W. Ayer & Son 


Mosler Safe Co. 
Agency: Stockton-West-Burkhart, Inc. 


The McBee Co. 
Agency: C. J. LaRoche & Co. 


National Cash Register Co. 
Agency: McCann-Erickson, Inc. 


Outlook Envelope Co. 
Agency: Arthur C. Barnett 


Oxford Filing Co., Inc. 
Agency: Joseph Reiss Associates 


Ozalid Division 
Agency: Benton & Bowles, Inc. 


Pitney-Bowes, Inc. Hy at) 


Agency: L. E. McGivena & Co., Inc. 


Recordak Corp., Subsidiary of Eastman Kodak Co. 
Agency: J. Walter Thompson Co. 


Record Controls, Inc. 
Agency: Campbell-Sanford Advertising 


Remington Rand 
Agency: Leeford Advertising, Inc. 


Rising Paper Co. 
Agency: Gordon F. Baird 


Royal Typewriter Co 
Agency: Young & Rubicam, Inc. 


Rudd-Melikian, Inc. 
Agency: Gray & Rogers 


Security Steel Equipment 
Agency: Kenyon-Baker Co., Inc. 


The Shaw-Walker Co. 
Agency: J. Walter Thompson Co. 


Soundscriber Corp. 
Agency: H. B. Humphrey, Alley & Richards, Inc. 


Charles C. Smith, Inc. 
Agency: Ayres, Swanson & Associates, Inc. 


Statistical Tabulating Co. 
Agency: Fred H. Ebersold, Inc. 


Stromberg-Carlson Co. 
Agency: Charles L. Rumrill & Co., Inc 


The Sturgis Posture Chair Co. 
Agency: Blaco Advertising 


Tab Products Co. 
Agency: H. M. Leete & Co. 


TelAutograph Co. 
Agency: Hill & Christopher 


Thomas Collators, Inc. 24, 


Agency: Wehner Advertising 


Tiffany Stand Co. 
Agency: Padco 


Traveletter Corp. 
Agency: Woodward & Byron 


Upholstery Leather Group 


66 


64 


65 


15 
35 


51 


17 


22 


52 


32 


37 


12 


64 


40 


24 


45 


46 


63 


44 


33 


54 


42 


46 


16 


28 


24 


64 


44 


25 


60 


18 


6 


Agency: Arndt, Preston, Chapin, Lamb & Keen, Inc 


Vanant Company 
Agency: Van Handel Advertising 


Veeder-Root, Inc. 
Agency: Sutherland-Abbott 


Vogel Peterson Co. 
Agency: Ross Llewellyn Inc 


Wassell Organization 
Agency: James R. Flanagan Advertising 


Watson Mfg. Co., Inc. 
Agency: Griffith & Rowland Advertising 


Weber Addressing Machine Co. 
Agency: Stoetzel & Associates, Inc 


Wellington Sears Co. 
Agency: Ellington & Co., Inc 


Workshop for Management 35, 


MAY 1956 


65 


28 


32 


28 


41 


47 


56 


49 


eeeeeeaeanea4ua ea eaeeeaeeeaeeeeea eed e226 @ 


eseeeoaee @eveueauea ee ee eee eee seeaea eee e eee eeces 


e2eeee sé 


seee 


& 





Some like ‘em 


Super size 





Some like ‘em 


Standard 





WHICH DO 
YOU LIKE? 


Do you like the present ‘‘super-size”’ 
of MANAGEMENT METHODS Maga- 
zine? Or would you prefer the so- 
called ‘‘standard” 82” x 11” size? 
We'd like to give you what you 
want. Will you check your opinion 
on the postcard to your left? It’s 
addressed and postpaid. 


ON THE POSTPAID CARD 
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22 West Putnam Avenue, Greenwich, Conn. 











| GLOBE-WERNICKE makes business a pleasure | & 


You'll marvel at the satisfying, tasteful beauty of Globe-Wernicke 


Z 


equipment with its comfort and conveniences. Handsome Streamliner « 
metal desks, with their smooth-flowing smartness and compact efhi- a= 


ciency, mark your office as a pleasant business home. Versatile Techni- 
plan turns its modular components into corners to give you working 
space where none existed before. And, Globe-Wernicke files safely 3 
guard your records and communications. 

If you would like to see how the world’s finest office 
equipment will add dignity and efficiency to your offices, 
call your Globe-Wernicke dealer* today for free illustrated 
literature, or write us direct, Dept. F-5 
“Streamliner” and “Techniplan” are U. S. Reg. trade marks. 
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GLOBE a © £E i 





*Dealers listed in Yellow Pages CINCINNATI 312, OHIO 
under “‘Office Furniture.” . 
AUTHORIZED AT BRISTOL, CONN. 
FOR 74 YEARS, MANUFACTURERS OF THE WORLD'S FINEST FFICE EQUIPMENT YSTEM AND FILIN PPLIE : ACCEPTANCE UNDER SECTION 34.64, P.L. & RR 
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